BO NQI VU CONG HOA XA H QI CHU NGHIA VIET NAM
— Poc lap - Tw do - Hanh phuc

Sé: 01/2011/T-BNV Ha Ngi, ngay 19 thang01 nam 2011

THONG TU
Huwéng dan thé thirc va ky thuat trinh bay vin ban hanh chinh

Cin ar Nghi dinh $ 48/2008/Nb-CP ngay 17 thang 4im 2008 @a Chinh ph
guy dinh chrc ning, nhém vy, quyén han va @ cau t© chirc cia Bo Noi vu;

_ Can ar Nghi dinh $ 110/2004/Nb-CP ngay 08 thang 4im 2004 @a Chinh ph
vé cong tac n thu;

‘Can ar Nghi dinh $ 09/2010/Nb-CP ngay 08 thang 02im 2010 éa Chinh ph
siradoi, bo sung Nghdinh £ 110/2004/ND-CP ngay 08 thang 4m 2004 @a Chinh
pha vé céng tac #n th,

B6 Noi vu huéng din thé thie va K thuat trinh bay ¥in ban hanh chinh nhsau:

Chwong |
NHOUNG QUY PINH CHUNG

Piéu 1. Pham vi va ddi twong ap dung

Thong tr nay hréng din thé thic va k§ thuat trinh bay ¥in ban hanh chinh va
ban sao ¥in ban; dugc ap ding doi vei cac @ quan nhawsc, © chirc xa i, t6 chirc xa
hoi - nghe nghiép, 1 chre kinh € vadon vi lyc lvgng Wi trang nhan dan (saidy oi
chung la o quan, & chic).

Piéu 2. Thé thirc vin ban

The thre van han 1a ip hop cac thanh pin ciu thanh vin kin, bao gm nhing
thanh pln chung ap dhg doi véi cac lai van ban va cac thanh i b6 sung trong
nhirng trong hop au the hoéc; doi véi mot <O loai van ban nhat dinh theo quydinh tai
Khoan 3, biéu 1 Ngh dinh © 09/2010/Nb-CP ngay 08 thang 0Zim 2010 ¢a Chinh
phu sira doi, bé sung Nghdinh $ 110/2004/Nb-CP ngay 08 thang 4am 2004 aa
Chinh phi vé cong tac n the va hrdng din tai Thong tr nay.

Piéu 3. Ky thuat trinh bay vin ban

Ky thuat trinh bay vin ban quydinh i Théng tr nay bao gm kho gidy, kicu
trinh bay,dinh I trang \&n ban, Vi tri trinh bay cac thanh ph thé thac, phong ciy, &
chit, kieu chr va cac chi it trinh bay khacduoc ap ding doi véi van bin san thio
trén may vi tinh va in ra gy; van ban dugc san thao bing cac phrong phap hay



phuong tién ky thuat khac hdc van ban dugc lam trén cly mau in sin; khong ap dng
dbi vé6i van ban duoc in thanh séch, in trén baaptchi va céac la 4n pram khac.

biéu 4. Phong cli¥ trinh bay vin ban

Phdng clt s dung trinh bay @n ban trén may vi tinh la phong ghiéng Viét
cua b ma ky tr Unicode theo Tiéu cham Viét Nam TCVN 6909:2001.

piéu 5. Khé gidy, kiéu trinh bay, dinh & trang vian ban va i tri trinh bay

1. Kho gidy

Vin ban hanh chinduoc trinh bay trén kb gidy khd A4 (210 mm x 297 mm).

Céac \in ban nhr gidy gi6i thiéu, gidy bién nin hd so, phiéu gui, phiéu chuyén
duoc trinh bay trén ké gidy A5 (148 mm x 210 mm) He trén ghy mau in sin (kho
A5).

2. Kiéu trinh bay

Vian ban hanh chinkiugc trinh bay theo chu dai @a trang gly khd A4 (dinh
huéng ban in theo chiu dai).

Truong hop i dung vin ban co cac bng, bEu nhxng khongduoc lam thanh cac
phu luc riéng thi ¥n ban cé tké duoc trinh bay theo chu rong aia trang giy (dinh
huéng ban in theo chiu rong).

3.Pinh k trang vin ban (@i véi kho gidy A4)
Lé& trén: cach mép trém 20 - 25 mm;

Lé dudi: cach mép déi tir 20 - 25 mm;

Lé tr&i: cAch mép trait30 - 35 mm;

Lé phai: cach mép péi tir 15 - 20 mm.

4. Vi tri trinh bay cac thanh ph thé thac van ban trén ndt trang giy kho A4
duoc thec hién theo & @6 bd tri cac thanh pin thé thirc vian ban kém theo Théngut
nay (Phu luc II). Vi tri trinh bay cac thanh ph thé thirc van ban trén ndt trang ghy
kho A5 dugc &p ding trong tr theo & d6 tai Phy luc trén.

Chwong Il
THE THUC VA KY THUAT TRINH BAY V AN BAN
Piéu 6. Qudc hiéu
1. The thic

Quoc hieu ghi trén vin bin bao @m 2 dong cli: “C QNG HOA XA H QI CHU
NGHIA VIET NAM” va “Pc l4p - Tu do - Hanh phic”.

2. Ky thuat trinh bay



Quéc hiéu dugc trinh bay 4i 6 $5 1; chém khaing 1/2 trang diy theo chéu
ngang,o phia trén, bén gin

Dong thr nhat: “C QNG HOA XA HQI CHU NGHIA VIET NAM" duoc trinh
bay king chr in hoa, & chir tr 12dén 13, kéu chir ding, dam;

Dong thr hai: “Péc lap - Tw do - Hanh phic” duoc trinh bay Bng chir in
thuong, @& chir tr 13dén 14 (réu dong thi nhat o chir 12, thi dong th hai & chir 13;
néu dong thir nhat o chir 13, thi dong th hai & chir 14), kiéu chir ding, dam; duoc
dat canh gira drgi dong thir nhat; chir cai dau caa cac am tir duoc viét hoa, gira cac
cum tir c6 qach rdi, cé cach chr; phia dréi c6 duong ké ngang, nét &n, co6do dai king
d6 dai aia dong cir (sir dung kénh Draw, khéng dinghh Underline), g thé:

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

Hai dong clir trénduoc trinh bay cach nhau dodgn.

Piéu 7. Tén @ quan, 1 chirc ban hanh vin ban

1. Thé thirc

Déi voi cac B, co quan ngang & co quan thdc Chinh plg; Van phong Qdc
hoi; Hoi dong dan éc, cacUy ban @a Quic hoi hoic Hoi dong nhan dan valy ban

nhan dan C’aCap boanbai biéu Quc hoi tinh, thanh pb truc thube Trunguong; Tap
doan Kinh € nha nréc, Tong cong ty 91 khéng ghboguan cld quan.

Tén @ quan, & chic ban hanh in hin bao @m tén @a a quan, & chic chi
quan tryc tiep (neu co) @oi vei cac b chirc kinh € c6 the [a cong ty m) va tén éa o
guan, 6 chrc ban hanhan ban.

a) Tén @a @ quan, 8 chrc ban hanh an kan phii dugc ghiday du hoic dugc
viét tat theo quydinh ti van ban thanh 4p, quydinh chic ning nhém vy, quyén han
va @ ciu t chac bo may, phé chin, dp glay phép hat dong haic cong nln tr cach
ph&p nhania a quan, & chc co thm quyén, vi dx:

BQ GIAO THONG V AN TAl TAP DOAN PIEN LUC VIET NAM

HOI PONG NHAN DAN UY BAN NHAN DAN
TINH NGHE AN TINH THAI NGUYEN

b) Tén @a @ quan, & chirc chi quan truc tiép c6 tie viet tit nhirng aim tir thdng
dung nhr Uy ban nhan dan (UBND), ¢ dong nhan dan (BND), Viét Nam (VN), vi
du:

UBND TINH QUANG BINH VIEN KHOA HOC XA HOI VN
SO NQIVU VIEN DAN TQC HQC



2. Ky thuat trinh bay

Tén @ quan, 6 chic ban hanh an bin dugc trinh bay 4i 6 $ 2; chém khaing
1/2 trang giy theo chéu ngangg phia trén, bén trai.

Tén @ quan, & chrc chi quan trec tiép dugc trinh bay Bng chir in hoa, clng &
chit nhe 63 chir caa Qubc hiéu, kiéu chir dirng. Neu tén @ quan, & chic cha quan dai,
¢ tré trinh bay thanh nBu dong.

Tén @ quan, & chic ban hanh an ban trinh bay Bng chr in hoa, cing & chix
nhu ¢& chir caa Qubc hiéu, kiéu chir dung, dam, duoc dit canh gira drdi tén @ quan,
t6 chirc chi quan; phia aéi c6 duong k& ngang, nét &n, c6do dai bing tr 1/3dén 1/2
d6 dai aia dong clr vadit canddi so wi dong chir. Treong hop tén @ quan, & chic
ban hanh &n ban dai cé tié trinh bay thanh nBu dong, vi d:

BO NOI VU
CUC VAN THU VA LUU TRU
NHA NUOC

Cac dong cia tréndugc trinh bay cach nhau dodgn.

Piéu 8. S, ky hiéu ciia viin ban

1. Thé thirc

a) $ cua van ban

S6 cia van bin la  thir ty dang ky van ban tai van thr cia @ quan, & chic. $
cua van ban duoc ghi king chir 5 A-rap, it dau tir s6 01 vao ngaytau mam va ket thac
vao ngay 31 thang 12 hangm.

b) Ky hiéu aia van ban

- Ky higu cua vin ban c6 tén lai bao @m chi viét tit tén o van ban theo king
chir vi€t tat tén laai van ban va kin sao kem theo Thong hay (Ph luc 1) va chir viet
tat tén @ quan, & chirc haic chrc danh nhandc (ap aing doi vai chirc danh Ch tich
nudc va Thi tuéng Chinh ph) ban hanh &n ban, vi du:

Nghi quyét caa Chinh ph ban hankiugc ghi nhr sau: $: .../NQ-CP
Chi thi cia Thi tuéng Chinh ph ban hanktugc ghi nhr sau: $: .../CT-TTg.

Quyeét dinh aia Throng trec Hoi ddng nhan dan ban hadirgc ghi nhr sau: $:
...|OP-HPND

B&o c&o aa cac bania Hoi dong nhan daduoc ghi nhr sau: $ .../BC-HDND



- Ky higu cia cong ¥in bao @m chi viét tit tén & quan, 6 chrc hdic chic danh
nha nrc ban hanh congam va cfir viet tat téndon vi (vu, phong, ban, dphén) san
thao haic chi tri san thao cdng vin d6 (réu cd), vi dh:

Céng n aia Chinh ph do Vu Hanh chinh ¥n phong Chinh phsan thao: S
...ICP-HC.

Coéng vin cia By Noi vu do Vu To chirc Can 1o Bo Noi vu saan thao: S
...IBNV-TCCB

Coéng n aia Hoi ddng nhan daninh do Ban Kinh& Ngan sach sm thao: S
..../HDND-KTNS

Cong in cia Uy ban nhan darirth do 6 chuyén vién (hic thr ky) theo d6iinh
vuc van héa - xa fi smn thao: S: .../UBND-VX

Co6ng wn cia S Noi vy tinh do Vin phong 8 san thao: S6: .../SNV-VP

Truong hyp cac Hi dong, cac Bamut van cia @y quanduoc sr dung con du cia
co quandé ban hanh &n ban va Hi dong, Banduoc ghi la “a quan” ban hanhan ban
thi phai lay so cia Hoi dong, Ban, vi d Quyét dinh $ 01 aia Hoi dong thi tuyén cong
chirc Bo NoI vu dugc trinh bay nir sau:

‘ BO NOI VU
HOI PONG THI TUY EN CONG CHUC

S6: 01/Qp-HPTTCC

~ Viéc ghi ky hgu cong vin do UBND @p huyén, dip x& ban hanh bacom chi
viet tit tén @ quan, 6 chirc ban hanh congan va clir viet tat tén inh wrc (cac Inh we
duoc quydinh tai Muc 2, Muc 3, Chrqng IV, Luat To chic Hoi dong nhan dan vay
ban nhan danam 2003)duoc giai quyét trong cong an.

Chir viét tit tén @ quan, & chac va caadon Vi trong ndi co quan, & chac haic
linh wrc (doi véi UBND cap huyen, cip xa) do o quan, & chrc quydinh ar thé, bao
dam ngin gon, ¢ hiéu.

2. Ky thuat trinh bay

$6, ky hiéu cua vin ban dugc trinh bay 4i 6 & 3, duoc dit canh gira drdi tén @
guan, 6 chrc ban hanhan ban.

T “S¢” dugc trinh bay Bng chi in thuong, ky hgu bang chi in hoa, & chir 13,
ki€u chr dirng; sau “So6” ¢6 dau hai ctam; voi nhitng $ nho hon 10 plii ghi thém ¢
0 phia téc; gira © va ky hgu vian bin co diu gach chéo (/), dgta cAc nhom dhviét
tat ky hiéu van ban c6 diu gach rdi (-) khéng céch ain, vi du:

S6: 15/Qb-HPND (Quyét dinh aia Throng trec Hoi ddng nhan dan);



S6: 19/HDND-KTNS (Coéng ¥in cia Throng tiec Hoi dong nhan dan do Ban
Kinh t€ ngan sach am thao);

S6: 23/BC-BNV (Béo céoia Bd Noi vu);

S6: 234/SYT-VP (Cong &n caa S5 Y té do Van phong sen thao).

Piéu 9. Pja danh va ngay, thang, #m ban hanh vin ban

1. T thirc

a) bia danh ghi trénan ban la tén @i chinh thrc cia don vi hanh chinh (tén
riéng aia tinh, thanh pb trgc thuwyc Trunguong; huyn, quén, thi xa, thanh ph thuoc
tinh; x&, plrong, th tran) noi co quan, & chirc dong tu sv; doi voi nhitng don vi hanh
chinhduch dat tén theo tén ngpi, béng chr 0 haac ar kién lich gr thi phai ghi tén @i
day dua caadon vi hanh chinkié, ax thé nhu sau:

- Dia danh ghi trénan ban aia cac o quan, & chc Trunguong la tén aa tinh,
thanh pl truc thuoc Trunguong noi co quan, & chirc déng tu so, vi du:

Vian ban cia B6 Cong Thn;ong, aia Cong tybién luc 1 thpc Tap doanbién luc
Viét Nam (c6 to so tai thanh ple Ha Noi): Ha Noi,

Van ban oia Treong Caodang Quin tri kinh doanh théic Bo Tai chinh (c6 i so
tai thi tran Nhue Quynh, huyn My Van, tinh Hrng Yén):Hung Yén,

Van ban aia Vi@n Hai duong hpc thuwc Vién Khoa e va Cong ngé Viét Nam
(c6 ty o tai thanh pld Nha Trang,inh Khanh Hoa)Khanh Hoa,

Van ban aia Quc Thie tinh Binh Drong the Tong aic Thie (c6 tu S5 tai thi xa
Tha Dau Mot, tinh Binh Drong): Binh Drong,

- bia danh ghi trénan ban cia cac o quan, & chic dip tinh:

+ Ddi véi cac thanh ph truc thuwe Trunguong: & tén aa thanh ph truc thwe
Trunguong, Vi di:

Vin ban cia Uy ban nhan dan thanh hia Noi va aia cac &, ban, nganh thic
thanh plb: Ha Noi, cua Uy ban nhan dan thanh @iio Chi Minh va éa cac &, ban,
nganh thdc thanh ph: Thanh pla Ho Chi Minh,

+ Pdi vé6i cac inh 1a tén da tinh, vi di:

Vin ban cia Uy ban nhan danrh Hii Duong va @a cac &, ban, nganh thic
tinh (c6 tp sv tai thanh plo Hai Duong, inh Hii Duong): Hai Duong, cua Uy ban nhan
dan tnh Quing Ninh va @a cac &, ban, nganh thic tinh (co6 tn ¢ tai thanh plo Ha
Long, tnh Quing Ninh):Quing Ninh,cua Uy ban nhan darirth Lambong va @ia cac
so, ban, nganh thic tinh (co to so tai thanh plo Ba Lat, tinh LAmbong): Lam Pong,

Truong hop dia danh ghi trénan ban aia @ quan thanh phthuwc tinh ma tén
thanh plo trang Wi tén tinh thi ghi thém hai dhthanh pb (TP.), vi di:



Vin bin cia Uy ban nhan dan thanh @tHa Tinh (inh Ha Tinh) va a@a cac
phong, ban théc thanh ph: TP. Ha Tnh,

- bia danh ghi trénan ban aia cac o quan, & chic cip huyén la tén éa huyn,
quan, thi x&, thanh pé thusc tinh, vi di:

Vin kan oia Uy ban nhan dan hag Soc $n (thanh ph Ha Noi) va aia cac
phong, ban thac huyén: Séc on,

Van bin aia Uy ban nhan dan gn Go \ap (thanh pb Ho Chi Minh), dia cac
phong, ban thac quan: Go Vap,

Vin ban aia Uy ban nhan dan thxa Ba Ra (inh Ba Ra-Viing Tau) va ta cac
phong, ban thic thi xa: Ba Ra,

- Dia danh ghi trénan hin cia Hoi dong nhan danUy ban nhan dan vaia cac
to chirc cap xa la tén ga xa, plrong, th tran do, vi di:

Vin ban caa Uy ban nhan dan xa Kim Lién (héty NamPan, tnh Ngte An):
Kim Lién,

Vin ban cia Uy ban nhan dan pldng bién Bién Pl (quan Babinh, TP. Ha
Noi): Phwong Pién Bién Pha,

- bia danh ghi trénan bin cia cac o quan, & chirc vadon Vi vii trang nhan dan
thuoc pham vi quan ly cia B Qéng an, B Quoc ph()ngduqc thec hién theo quydinh
cua phap lat va quydinh ax thé caa By Cong an, B Quoc phong.

b) Ngay, thang, am ban hanh an ban

Ngay, thang, im ban hanh an ban la ngay, thang,am van ban dugc ban hanh.

Ngay, thang, #m ban hanh an bin phii duoc viét diy du; cac $ chi ngay,
thang, @m dung clir so A-rap; doi voi nhitng $ chi ngay nié hon 10 va thang 1, 2 gh
ghi thém 8 0 ¢ trudc, a the:

Thanh pla Hé Chi Minh, ngay 05 thang 02im 2009

Qugn 1, ngay 10 thang 02am 2010

2. Ky thuat trinh bay

bia danh va ngay, thangim ban hanh &n kan duoc trinh bay trén cung éb
dong Wi so, ky hiéu van bdn, tai 6 © 4, king chir in thuong, & chir tr 13den 14, keu
chir nghiéng; cac dhcaidau ciadia danh phi viét hoa; saulia danh c6 8l phay; dia
danh va ngay, thangam duogc dat canh gira drgi Quoc hiéu.

Piéu 10. Tén lai va trich yéu ndi dung ciaa vin ban

1. T thirc

Tén laai van ‘bén la tén éa trng loai van ban do @ quan, & chic ban hanh. Khi
ban hanh an ban déu phai ghi tén lai, trir cong \an.



Trich yéu noi dung dia van ban 1a nbt cau ngn gon haic mot cum tir phan &nh
khai quat Bi dung chi yéu aia van ban.

2. Ky thuat trinh bay

Tén lai va trich yeu ndi dung @a cac lai van ban cé ghi tén lai dugc trinh bay
tai 6 & 5a; tén lai van ban (ngh quyét quyét dinh, k& hoach, bao céoottrinh va céac
loai van ban khac)dugc dit canh gita bking chr in hoa, & chir 14, kiéu chit dang, dam;
trich yéu noi dung \an ban dugc dit canh gira, ngay dai tén loai van ban, bing chr in
thuong, & chir 14, kiéu chir dung, dam; bén dai trich yéu coduong ké ngang, nét iin,

c6 do dai king tir 1/3 dén 1/2d6 dai cia dong clit vadat canddi so wi dong chir, vi
du:

~ QUYET PINH
Ve viéc dieu dong can H

Trich yéu noi dung cong n duoc trinh bay 4i 6 5 5b, sau ch “V/v" bang chy
in thuong, & chir tr 12den 13, keu chir dang; dugc dat canh gita drai so va ky hgu
van ban, cach dong 6ptar so6 va ky héu van ban, vi du:

SH: 72/VTLTNN-NVDP

V/Iv ké hoach kiém tra cong tac
van thu, leu triir nam 2009

Piéu 11. Nbpi dung vin ban

1. T thirc

a) Noi dung vin ban 1a thanh pin chi yéu caa vin ban.
Noi dung van ban phai bao dam nhitng yéu u oo ban sau:
- Phu lyp voi hinh thrc van ban duoc ar dung;

- Phu fop woi dudng 16i, cha treong, chinh sachia bang; phu bvp véi quy dinh
cua phap lat;

- Puoc trinh bay ndn gon, rd rang, chinh xac;

- Sr dung ngdn n@ viét, cach din dat don gian, & hiéu;

- DUing fr ngi tiéng Viét Nam plb thdng (khdng dingitngr dia phrong va fr
ngr nudc ngoai ’u khong thrc ar can thiet). Boi véi thuat ngk chuyén mon an xac
dinh rd i dung thi pli duoc giai thich trong vin ban;

- Chi duoc viét tit nhiing tir, cum tir thdng ding, nhiing tir thuyc ngdn ng tiéng
Viét de hiéu. Doi véi nhitng tir, cum tir dwoc st dung nheu 1an trong \én ban thi co tié
viét tat, nheng cac clit viét tit 1an dau aia tr, cum tir phai dwoc dit trong diu ngaic
don ngay sautt, cum tir do;



- Khi vién din lan dau van ban c6 lién quan, pt ghi day du tén lai, sb, ky hieu
van ban, ngay, thang,am ban hanh &n ban, tén @ quan, & chac ban hanh &n ban,
trich yeu nbi dung \an ban (doi vei luat va phap énh chi ghi tén lai va tén ca lut,
phap énh), vi di: ... dugc quydinh i Nghi dinh £ 110/2004/Nb-CP ngay 08 thang
4 nam 2004 @a Chinh ph vé cdng tac @n thu”; trong cac &n vién dan ticp theo, ch
ghi tén lai va 9, ky hiéu aia van ban do;

- Viét hoa trong &n ban hanh chinluogc thrc hién theo Ph luc VI - Quy dinh
viét hoa trong &n ban hanh chinh.

b) BS cuc cia vin ban

Tuy theo ti loai va noi dung, \in bin c6 thé c6 phin cin o phap Iydé ban
hanh, phn my dau va c6 tk duoc bo cuc theo phn, chrong, muc, dicu, khain, diém
haic dugc phéan chia thanh cac #h mac tir [6n dén nho theo ndt trinh tir nhat dinh, ax
thé:

- Nghi quyét (cé bét): theodiéu, khain, diém haic theo khan, diém;

Quyét dinh (ca bét): theodiéu, khain, diém; cac quy ch (quy dinh) ban hanh
kém theo qu§t dinh: theo clrong, muc, diéu, khain, diém:;

- Chi thi (c& bit): theo khan, diém;

- Céc hinh thc vin ban hanh chinh khéc: theo #h muc, khain, diém haic theo
khoan, diem.

~ Déi vai cac hinh tirc van hin dugc o cuc theo pln, chrong, muc, diéu thi
phan, chrong, muc, dieu phai co tiéude.

2. Ky thuat trinh bay
Noi dung \an ban duoc trinh bay 4i 6 ) 6.

Phan noi dung (Bin van) dugc trinh bay Bng chi in thuong @uoc dandéu ¢ hai
18), kiéu chr dtng; & chir tr 13 dén 14 (phn Idi van trong ndt van ban phai ding
cung nmdt c& chix); khi xubng dong, cit dau dong pli phai Ui vao tr 1cmdén 1,27cm
(1 default tab); khang céach gia cacdoan vin (paragraphitit téi thiéu 1a 6pt; khéng
cach gira cac dong hay cach dong (line spacing)nctdi thiéu tr cach dongdon
(single line spacing) Ho tir 15pt (exactly line spacing)dién; khaing cach éi da gita
cac dong la 1,5 dong (1,5 lines).

Ddi véi nhirng vin ban c6 plin cin ar phap lydé ban hanh thi saudncan ar
phai xudng dong, céi dong cé du “chim phiy”, riéng cin ar cudi cung Kt thic king
dau “phay”.

Truong hop mi dung \an ban dugc bd cuc theo phn, chrong, muc, diéu, khan,
diém thi trinh bay nt sau:



- Phan, chrong: Tir “Phan”, “Chuong” va $ thir ty caa ptin, chrong duoc trinh
bay trén mt dong riéng, canh @&, king chir in thuong, & chir tr 13dén 14, kéu chi
dtng, dam. S tha tu caa phin, chrong dung cir s La MA. Tiéudé (tén) @a phin,
chueong duoc trinh bay ngay wbi, canh gira, bing chr in hoa, & chir tir 13 dén 14,
kiéu chr dung, dam;

- Muc: T “Muc” va $ thir ty caa muc dugc trinh bay trén @t dong riéng, canh
giita, king chr in thuong, & chir tir 13dén 14, kéu chr dtng, dam. S5 the ty cia muc
dung chir $5 A - rap. Tiéudé caa muc duogc trinh bay ngayebi, canh gita, king chit in
hoa, & chit tir 12dén 13, kéu chir dung, dam;

- biéu: T “biéu”, sb thr ty va tiéudé caa diéu dugc trinh bay Bng chr in
thuong, cachd trai 1 default tab,&tha ty ciadiéu ding clt s A-rap, sau 8 thi tu c6
dau chim; o3 chir bang @y chir caa phn 1oi van (13-14), kéu chi dang, dam;

- Khoan: S5 thir tu cac khan trong ndi muc dung clr sb A-rap, sau & tha tu co
dau chim, o chir $b bang d@ chir cua phin 161 van (13-14), kéu chir dung; réu khain
c6 tiéudé, s thir ty va tiéudé caa khain dugc trinh bay trén ¥t dong riéng, bng chi
in thuong, @& chir bang @ chir caa pHan 161 van (13-14), kéu chi dung;

- Biém: Thr ty cacdiém trong ndi khoan ding cac di cai téng Viét theo thir tu
abc, sau coal dong ngac don, king chr in thuong, @& chir bing & chir caa pHin 1oi
vin (13-14), kéu chir dang.

Truong hop i dung vin ban duge phan chia thanh cac om muc, khain, diém
thi trinh bay nh sau:

- PHin (réu c6): Tr “Phan” va $ thir ty caa pHin duoc trinh bay trén it dong
riéng, canh gia, king chr in thuong, & chix tir 13dén 14, kéu chir dang, dam; $ tha
tu cua phin dung cl s La Ma. Tiéudé caa phin duoc trinh bay ngayebi, canh gira,
bang chr in hoa, & chit tir 13dén 14, kéu chir dung, dam:

- Muc: S thir tw cac nuc ding cht 0 La M4, sau cé ali chim vaduoc trinh bay
cach € trai 1 default tab; tiéde cia muc dugc trinh bay cung 6t hang i so thir tu,
bang chr in hoa, & chir tir 13dén 14, kéu chir ding, dam;

- Khoin: S thir ty cac khan trong ndi muc duing clt 5 A-rap, sau 6 thi ty c6
dau chim, & chir s bang d chir ciia phin 1oi van (13-14), kéu chir ding; réu khain
CO tiéude, s tha ty va tiéude cua khain duoc trinh bay trén @t dong riéng, bng chir
in thuong, & chir bang d chir caa phan loi van (13-14), kéu chr dang, dam;

- biém trinh bay nhr treong hop noi dung win bin duoc b cuc theo phn,
chueong, muc, dicu, khain, diem.

Piéu 12. Quyén han, chirc vu, he tén va chir ky ciia ngudi c6 tham quyeén

1. Thé thirc

a) Viéc ghi quyn han caa ngroi ky duoc thee hién nhr sau:



- Truong hop ky thay nit tap thé thi phai ghi chix viét tat “TM.” (thay mat) vao
trudc tén ap thé 1dnhdao haic tén © quan, & chac, vi di:

TM. HOQI PONG NHAN DAN  TM. DOAN PAI BIEU QUOC HOI

- Truong hyp ky thay ngoi dimg dau av quan, & chirc thi phii ghi chir viét tat
“KT.” (ky thay) vao tréc chrc vu cia ngroi dirng dau, vi da:

KT. CHU TICH KT. BQ TRUONG
PHO CHU TICH THU TRUONG

Truong hop cip phédugc giao phu trach thi thrc hién nhr cip pho ky thay ap
truong;

- Treong hyp ky thra kénh thi phii ghi chir viét tat “TL.” (thira knh) vao tirée
chirc vu cua ngroi dang dau ao quan, & chic, vi du:

TL.BQ TRUONG TL. CHU TICH
VU TRUONG VU TO CHUC CANBQ ~ CHANH V AN PHONG

- Truong hop ky thrauy quyén thi phii ghi chix viét tat “TUQ.” (thtrauy quyén)
vao tréc chirc vu cia ngroi dirng dau oo quan, & chac, vi di:

~ TuQ.GIAM POC
TRUONG PHONG TO CHUC CAN BO

b) Chrc wu cia ngroi ky

Chirc vu ghi trén vin ban la chrc vu lanhdao chinh thirc cia ngroi ky van ban
trong @ quan, & chic; chi ghi chic vu nhe Bo trueng (Bo truong, Chi nhiém), Thi
truong, Chi tich, Phé Ch tich, Gidamdéc, Phé Giamioc, Q. Giamdoc (Quyen Giam
dbc) v.v.. , khdng ghi niing chrc vu ma Nha woc khong quydinh nhu: cap phé
thuong tmc Gip pho ph trach, v.v...; khéng ghial tén @ quan,  chic, tnr cac vin
ban lién fich, van bin do hai hay niéu oo quan, & chac ban hanh; ¥ ky thra knh, ky
thiratty quyén do cac ¢ quan, & chrc quydinh a1 thé bang vin ban.

Chic danh ghi trén an ban do cacd chic tr van (khéng thdc oo ciu th chic
cia @ quanduoc quydinh ki quyét dinh thanh 4p; quyét dinh quydinh chic ning,
nhiém vy, co ciu t6 chic cia @ quan) ban hanh la ¢b danh lanhiao caa ngroi ky
vin ban trong ban hitc hi déng. Bdi véi nhitng ban, bi ddng khéngduoc phép &
dung con du cia @ quan, & chxc thi ch ghi chic danh éa ngroi ky van ban trong
ban hac hoi ¢éng, khdngduoc ghi chirc w trong © quan, & chic.

Chic wu (Chirc danh) éa ngroi ky van kan do i dong haic ban ch dao cia
Nha nr6c ban hanh ma landeo Bo Xay drng lam Touong ban hac Pho Trong ban,
Cha tich haic Pho Ch tich Hoi ddng duoc ghi nhr sau, vi @:

TM. HOQI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN



(Chaz ky, diu cia Bs Xay deng) (Char ky, diu cia Bg Xay deng)

BO TRUONG BQ XAY DUNG THU TRUONG BOQ XAY DUNG
Nguyén Vin A Tran Vin B
Chic wu (Chic danh) éa ngroi ky van ban do Foi dong haic ban @a By Xay
dung ban hanh ma Thtruéng Bd Xay drng lam Chi tich Hoi ddng hdic Truéng ban,
lanhdao cac Gic, Vu thuoe Bo Xay dng lam Phé Chntich Hoi ddng haic Phé Trrong
bandugc ghi nhr sau, vi d:

TM. HOI PONG KT. TRUONG BAN
CHU TICH PHO TRUONG BAN
(Chiz ky, diu cia Bs Xay dmg) (Chiz ky, diu cia Bs Xay dmog)
THU TRUONG VU TRUONG VU TO CHUC CAN BQ
Tran Van B Lé Van C

c) Ho tén bao gm ho, téndém (réu c6) va tén &a ngroi ky van ban

Déi vai vin ban hanh chinh, tréc ho tén dia ngroi ky, khéng ghi loc ham, ke
vi va cac danh Bu danh ¢ khac.Déi véi van ban giao dch; vin ban cia cac é chic
sr nghiép gido dic, y €, khoa hc haic lrc lwong Wi trangdugc ghi thém e ham, lc
vi, quan ham.

2. Ky thuat trinh bay

Quyen han, chrc vu cua ngroi ky duoc trinh bay 4i 6 & 7a; chic vu khac @a
ngudi ky dugc trinh bay 4i 6 s 7b; cac chr viet tat quyen han nhe: “TM.”, “KT.”,
“TL.", “TUQ.” ho &c quyen han va chirc vu cua ngroi ky duoc trinh bay civ in hoa, &
chir tr 13dén 14, kéu chr dtrng, dam.

Ho tén @ia ngroi ky van ban duoc trinh bay 4i 6 5 7b; king chi in thuong, @
chir tr 13 dén 14, kéu chr dirng, dam, duoc dat canh gira so Wi quyen han, chrc wu
cua ngroi ky.

Chir ky caa ngroi ¢ thim quyén duoc trinh bay 4i 6 5 7c.

biéu 13. Dau caa oo quan, 1 chirc

1. Vi@c dong diu trén,\ﬁn ban dugc thec hién theo quydinh i Khoan 2 va
Khoan 3biéu 26 Ngh dinh $ 110/2004/ND-CP ngay 08 thang 4im 2004 ¢a Chinh
phu vé cong tac &n the va quydinh aia phap lét cé lién quan; \éc dong diu giap lai
doi vei van ban, tai liéu chuyén nganh va phuc kem theodugc thec hign theo quy
dinh tai Khoan 4bicu 26 Ngh dinh $ 110/2004/Nb-CP.

2. Dau cia @ quan, & chrc duoc trinh bay 4i 6  8; diu giap laidugc dong vao
khoing gita mép phi cua van ban haic phy luc van bdn, trum |én njt phan cac &
giay; moi dau dong i da 05 trang &n ban.

Piéu 14. Noi nhan



1. Thé thac

Noi nhan xacdinh nhing & quan, & chic, don Vi va c& nhan rim vin ban va co
trach nhém nhr dé xem xét, gii quyét; dé thi hanh;dé kiém tra, giam sétdé bao cao;
dé traodoi cong vic; dé biét vadé luu.

Noi nhan phii dugc xacdinh a thé trong van ban. Gin or quy dinh aia phap
luat; can or chirc ning, nhém vy, quyén han cia @ quan, & chirc va quan & cdng tac;
can ar yéu @u giai quyét cdng véc, don vi hoic ca nhan sm thao haic chi tri sain
thao c6 trach niim dé xuat nhirng @ quan, & chic, don vi va c& nhan rim van ban
trinh ngroi ky van ban quyét dinh.

Déi voi van ban chi gai cho not sb ddi twong ax thé thi phii ghi tén ting @
quan, & chic, c4 nhan rin van ban; ddi véi van ban dugc giri cho ndt hoic mot sH
nhomdéi tuong nHit dinh thi ri nhan duoc ghi chung, vi d:

- Cac B, co quan ngang 8 co quan thdc Chinh pla;

- Uy ban nhan dan camh, thanh pé truc thuwe Trunguong;

Doi v6i nhitng van ban c¢6 ghi tén lai, noi nhan bao @m tir “Noi nhan” va phin
liét ké cac o quan, & chic, don vi va ca nhan riim van hban.

Péi voi cong van hanh chinh, ¢i nhan bao ém hai ptan:

- Phan thr nhat bao @m tir “Kinh gui”, saudd & tén cac e quan, & chac haic
don Vi, ca nhan trc tiep giai quyéet cong Véc;

- PHan thr hai bao gm tir “Noi nhan”, phia dréi la tir “Nhu trén”, tiép theo la tén
cac o quan, & chic, don vi va ca nhan co lién quan khadintvan ban.

2. Ky thuat trinh bay
Noi nhan dugc trinh bay 4i 6 s5 9a va 9b.
Phan noi nhan tai 6 s 9aduoc trinh bay nix sau:

- Tu “Kinh gui” va tén cac o quan,,cﬁ chic haic ca nhan nin van ban duoc
trinh bay lang chr in thuong, & chir tir 13dén 14, kéu chir dung;

- Sau tr “Kinh gui” c6 dau hai clim; néu céng ¥in gii cho ndt co quan, & chic
hoic mbt c& nhan thitt “Kinh gui” va tén @ quan, & chc hadic ca nhamtuoc trinh bay
trén clng rgt dong; tirdng hop cdng ¥in giri cho hai @ quan, & chic haic ca nhan tr
|én thi xwng dong; tén @i co quan, & chac, ca nhan hic Mdi Nhém @ quan, 6 chuac,
ca nhandugc trinh bay trén gt dong rlengdau dong c6 gch dau dong, céi dong co
dau chim phay, cwi dong cii cung c6 du chim; cac gch dau dongduoc trinh bay
thang hang i nhau dréi diu hai chim.

PHin noi nhan tai 6 s5 9b (&p @ng chungidi véi cong vin hanh chinh va céacdo
van ban khac)duoc trinh bay nlr sau:



- Tu “Noi nhan” duoc trinh bay trén @t dong riéng (ngang hangyivdong chir
“quyen han, chic wu cia ngroi ky” va sat E trai), sau co all hai ctam, bang cht in
thuong, @& chir 12, kiéu chir nghiéngdam;

- Phan liét ké cac o quan, & chic, don vi va ca nhan rim vian ban dugc trinh
bay king chr in thuong, @& chir 11, kiéu chir dng; tén ndi co quan, & chic, don vi va
ca nhan hac mbi nhém @ quan, & chic, don vi nhan van ban duoc trinh bay trén Gt
dong riéngdau dong c6 gech dau dong satd trai, cubi dong cé du chim phau; riéng
dong cwi cuing bao §m chir “Luu” sau c6 du hai cam, tiép theo la chr viét tit “VT”
(Van the co quan, & chic), diu phiy, chir viét tit téndon vi (haic bd phan) sain thao
van ban va $ luong bin heu (chi trong tzong hop cn thiét), cui cing 1a du chim.

Piéu 15. Cac thanh ptin khac

1. Thé thirc

a) Dau chi mirc do mat

Viéc xacdinh vadéng diu do6 mat (tuyét mat, toi mat hoic mat), dau thu oi dbi

véi van kan c6 i dung bi nit nha nréc duoc thre hién theo quydinh ki Diéu 5, 6, 7,
8 aia Phapdnh Bao vé bi mat nha nréc mam 2000.

b) Dau chi mic d6 khan

Tuy theo nirc do can duoc chuyén phét nhanh, an bin dugc xacdinh do khan
theo dn mic sau: kiAn, throng khan, hoa ¢, hoa ¢ hen giér; Khi san thao van ban
co tinh clat khan, dor) vi hoac ca nhan sm thao van ban dé xuat mac do khan trinh
nguoi Ky van ban quyét dinh.

c) Bdi véi nhiing van ban ¢6 pram vi, ddi twong dugc phd bién, si dung han cte,
sir dung cac ch dan v pham vi luu hanh nbr “TRA LAl SAU KHI HOP (HOI
NGHI)”, “XEM XONG TRA LAI", “L UU HANH NOI BO".

d) Béi véi cong \an, ngoai cac thanh ph dugc quydinh c6 tie b sungdia ch
co quan, & chic; dia ch thu dién tr (E-Mail);  dién thai, so Telex, ® Fax;dia ch
trang thong tindién tr (Website).

d) boi véi nhitng van bin can duoc quan Iy chit ché vé s luong hin phét hanh
phai co ky hiéu ngroi danh may vasluong an phat hanh.

e) Treong hyp van bin c6 phu lyc kém theo thi trongan ban phai c6 ch dan vé
phu luc d6. Phi luc van ’bé.n phai g:é tiéudé,; van ban co6 tr hai phu luc tré |€n thi cac
phu luc phii dugc danh $ tha tu bang chir s6 La Ma.

g) Van ban cé hai trang tr Ién thi pli danh $ trang ling chir sb A-rap.

2. Ky thuat trinh bay

a) Dau chi mic do mat



~ Con diu cacdd mat (TUYET MAT, TOI MAT hoic MAT) va diu thu ki duoc
khic sain theo quydinh i Muc 2 Thong & 6 12/2002/TT-BCA ngay 13 thang &4m
2002 hrong cin thyc hién Nghi dinh $ 33/2002/Nb-CP aia Chinh pk quy dinh chi
tict thi hanh Phapehh Bao ¢ bi mat nha nr6c niim 2000. [u do mét dugc dong vao 6
s0 10a, du thu hoi dugcddéng vao 6 8 11.

b) Dau chi mic d6 khan

Con diu cacd khan dugc khic sin hinh clir nhat c6 kich thigc 30mm x 8mm,
40mm x 8mm va 20mm x 8mm, tré@d cac & “KHAN”, “THUQGNG KHAN”, “H OA
TOC” va "HOA TOC HEN GIQ” trinh bay king chr in hoa, phdng dh Times New
Roman & chir tr 13dén 14, keu chir dung, dam vadat candoi trong khung hinh ah
nhat vién don. Dau d6 khan dugc dong vao 6 6 10b. Mrc dé dong diu @6 khan dung
maudo tuoi.

c) Céc clidan vé pham vi leu hanh

Céc cti din v& pham vi luu hanh trinh bayat 6 © 11; cac am tr “TRA LAl
SAU KHI HOP (HOI NGHI)”, “XEM XONG TRA LAI", “L UU HANH NOI BO”
trinh bay cardoi trong bt khung hinh ¢ nhat vién don, kang chir in hoa, phong ah
Times New Roman,occhir 13dén 14, keu chir ding, dam.

~d)bia ch co quan, 6 chic; dia chi thu dién tir (E-Mail); s dién thaai, sO Telex,
s0 Fax;dia ch Trang thong tirdién tr (Website).

Céc thanh pin naydugc trinh bay 4i 6 5 14 trang tir nhat cua vin ban, bing
chit in thuong, & chix tr 11den 12, kEu chir ding, dréi mot duong ke nét lien keo dai
hét chicu ngang ¢a vung trinh bayan ban.

d) Ky hiéu ngroi danh may va&luong bin phéat hanh

Pugc trinh bay 4i 6 £ 13; ky héu bang chi in hoa, 6 lvong hin kang chi 6 A-
rap, @ chir 11, kieu chir ding.

e) Phu luc van ban

Phu luc van ban dugc trinh bay trén cac trang riéng; “Phu luc” va 9 tha tu caa
phu luc dugc trinh bay thanh 6t dong riéng, canh @&, king chr in thuong, & chi
14, kieu chi dung, dam; tén ply luc duoc trinh bay canh ga, bing chir in hoa, & chir
to 13dén 14, kéu chir dang, dam.

g) S trang N ban
~ Sb trangduoc trinh bay 4i géc phii ¢ cwi trang giy (phan footer) ling chir s
A-rap, @ chir 13-14, kéu chr dirng, khongdanh @ trang thir nhat. S trang @ia phu luc
dugc danh $ riéng theotng phu luc.

Mau chi va chi tét trinh bay cac thanh ph thé thic van ban duoc minh ha ti
Phu luc IV kem theo Thongutnay.



Mau trinh bay mt sb loai van ban hanh chinliuoc minh va ti Phy luc V kém
theo Thongu nay.

Chwong Il
THE THUC VA KY THUAT TRINH BAY B AN SAO
Piéu 16. Thé thirc ban sao
Thé thirc ban sao bao gm:
1. Hinh thirc sao
“SAO Y BAN CHINH” hoic “TRICH SAO” haic “SAO LUC”.
2. Tén © quan, & chic sao vn ban

3. S, ky hiéu ban sao bao @n $ thtr ty dang ky dugc danh chung cho céacdo
ban sao do ¢ quan, & chrc thec hién va chir viét tit tén lai ban sao theo Bng chi
viét tat tén laai van ban va kin sao kém theo Théng nay (Pl luc 1). S5 duoc ghi
bang chr s A-rap, bit dau tr s6 01 vao ngaytau nim va Kt thic vao ngay 31 thang
12 hang am.

4. Céc thanh pin the thic khac @a hin sao vin ban gom dia danh va ngay,
thang, Am sao; quén han, chic wu, ho tén va cl ky cia ngroi co6 tham quyén; diu
cia @ quan, & chic sao ¥in ban va ri nhan dugc thyc hién theo lréng din tai biéu
9, 12, 13 va 14i@m Thong & nay.

piéu 17. Ky thuat trinh bay

1. Vi tri trinh bay cac thanh ph thé thirc ban sao (trén trang &y kho A4)

Thuc hién theo s dd bd tri cac thanh pin thé thrc ban sao kém theo Thong t
nay (Phu luc 111).

~ Céc thanh pin thé thirc bin saoduoc trinh bay trén cling §b to giay, ngay sau
phan cwi cung @a vin bin cin saodugc photocopy, déi mot duong ke nét lien, kéo
dai ket chieu ngang @a vung trinh bayan ban.

2. Ky thuat trinh bay Bn sao

a) Gum tir “SAO Y BAN CHINH", “TRICH SAO” hoic “SAO LUC” duoc trinh
bay ti 6 5 1 (Phu luc Ill) bang chir in hoa, & chix tr 13dén 14, kéu chir ding, dam.

b) Tén @ quan, & chrc sao ¥in hin (tai 6  2); 9, ky hieu bin sao (#i 6 o 3);
dia danh va ngay, thangam sao (i 6 < 4); chrc wy, ho tén va clit ky cia ngroi co
tham quyen (tai 6  5a, 5b va 5¢); & cia @ quan, & chic sao ¥in bin (tai 0 © 6);
noi nhan (tai 6 s 7) duoc trinh bay theosng din trinh bay cac thanh ph thé thirc
tai Phu luc 111

Mau chir va chi tét trinh bay céc thanh ph the thrc bin saodugc minh hya i
Phu luc 1V; mau trinh bay Bn saocdugoc minh lpva tai Phu luc V kem theo Théngrtnay.



Chwong IV
TO CHUC THUC HIEN
piéu 18.Piéu khoan thi hanh
Théng tr nay c6 héu luc sau 45 ngayétr ngay ky.

Nhitng quydinh \é thé thirc va K thuat trinh bay ¥n ban hanh chinh vaadm sao
vin ban duoc quy dinh ti Thong tr lién tich $ 55/2005/TTLT-BNV-VPCP ngay 06
thang 5 &m 2005 éa Bs Noi vu va Vian phong Chinh phhuong din thé thirc va i
thuat trinh bay vn ban hanh chinh traidé Thong tr nay h bai k.

Piéu 19. To chirc thuc hién

BY, co quan ngang & co quan thdc Chinh pfi, Uy ban nhan dan caénh,
thanh pio trgc thupc Trunguong, Tap doan kinh € nha nréc, Tong cong ty nhawdc
(91) chu trach nh¢m t6 chic trien khai thrc hién Théng tr nay.

Cac B, nganh &én ar quydinh thé thirc va I thuat trinh bay vin ban tai Théng
tu naydé quydinh the thirc va kK thuat trinh bay vin ban chuyén nganh cho phaih

BO TRUONG

Noi nhén:

- Tha teéng, cdc Phé Tihtuang Chinh ph;

- Van phong Trungrongbang;

- Van phong Qdc hoi;

- Van phong Ch tich nxéc; N . X
- Cac B, oo quan ngang & co quan théc Chinh phi; Tran Van Tuan
- HPND, UBND céc inh, thanh pé truc thuse TW;

- Vién kiém séat nhan danitcao;

- Tda an nhan dasitcao;

- Kiém toan Nha néc;

- Co quan Trungrong dia cacdoan tie;

- Cac Tap doan kinh &, Tong céng ty nhawsc (91);

- Cuc Van thue va Luru trir nha nrge (10b);

- Cuc Kiém tra vin ban QPPL (B Tu phap);

- Cong béo;

- BNV: B¢ truong, cac Tt truong, caadon vi thupe va

truc thubc Bo;

- VPCP: B truéng CN, cac Pho CN;

- Website BNV;

- Luu: VT, PC (BNV). 320b

Phu luc |

BANG CHU VIET TAT TEN LO Al VAN BAN VA BAN SAO
(Kém theo Théngaiss 01/2011/TT-BNV ngay 19 thang 0Gdnm2011 da Bs Ngi vi)

Stt Tén loai viin ban hanh chinh Chir viét tit




1 | Ngh quyét (ca bét) NQ
2 | Quyét dinh (cé bit) Qb
3 Chi thi (ca bét) CT
4 | Quyclé QC
5 Quydinh Qyb
6 Thong cao TC
7 Thong bao TB
8 | Huéng din HD
9 Chrong trinh CTr
10 | Ké haach KH
11 | Phrong an PA
12 | Péan DA
13 |Duan DA
14 | Bao cao BC
15 | Bién lan BB
16 | Totrinh TTr
17 | Hop dong HD
18 | Congin

19 | Congdién Cb
20 | Ban ghi nhy GN
21 | Ban cam Kt CK
22 Ban thoa thuin TTh
23 | Giy ching nhin CN
24 | Giay uy quyén uQ
25 | Ghay moi GM
26 | Ghy gi6i thiéu GT
27 | Ghy ngh phép NP
28 | Gidy di duong bb
29 | Ghy bién nfin h so BN
30 | Phéu gai PG
31 | Phéu chuyn PC




32 | Thr cong
Ban sao wvin ban
Ban sao y hn chinh SY
Ban trich sac TS
SL

Ban saolc




Phu luc Il

SO PO BO TRi CAC THANH PH AN THE THUC VAN BAN
(Trén nbt trang ghy kho A4: 210 mm x 297 mm)
(Kem theo Théngitso 01/2011/TT-BNV ngay 19 thang 0dnm 2011 da B Ngi

Vir)
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Ghi chu:
O <6
1

N

10b

12
13
14

15

Thanh phan thé thic vian ban

Quéc hiéu

Tén @ quan, & chic ban hanhan ban

S5, ky hiéu caa vin ban

bia danh a ngay, thang,am ban hanhan kan

: Tén laai va trich yYeu noi dung \an ban
: Trich yéu ndi dung céng &n

No6i dung \an ban

: Quyén han, chrc wy, ho tén va clit ky cia ngroi ¢ thim quyén

Diu aia co quan, 6 chac

: Noi nhan

D4u ch muc do mat

: DAu chi mac do khan

Dau thu 1bi va ch dan vé pham vi luu hanh
Chi dan vé du thao van ban
Ky hiéu ngroi ddnh may va&luong bin phat hanh

: bia cH co quan, & chac; dia cH E-Mail: dia cH Website; &

dién thaai, sd Telex, $ Fax
Logo (in chim @i tén @ quan, & chirc ban hanh an ban)



Phu luc Il

SO PO BO TRi CAC THANH PH AN THE THUC BAN SAO VAN BAN
(Trén mét trang giy kho A4: 210 mm x 297 mm)
(Kém theo Théngetss 01/2011/TT-BNV ngay 19 thang 0dnm2011 éa Bs Ngi vu)

Mlﬁl‘mm -|

I-— ot FHLE A LR

| PHANCUOLCUNG CUA VAN BAN DUGIC

e e d—=t
O
e | v
| S |
5

ED-ESImm

Ghi chu:
O <6 Thanh phan thé thirc ban sao
1 Hinh thrc sao: “sao y 4n chinh”, “trich sao” hac “sao ic”
2 Tén o quan, & chirc sao ¥n ban
3 S, ky hiéu ban sao
4 . bia danh a ngay, thang,am sac
5a, 5b,5¢ : Circ vy, ho tén va cit ky caa ngroi co thim quyén
6 Diu aia @ quan, & chic
7 Noi nhan



Phu luc IV

MAU CHU VA CHI Tl ET TRINH BAY TH E THUC VAN BAN VA THE THUC BAN SAO
(Kém theo Théngtso 01/2011/TT-BNV ngay 19 thang 0drm2011 da B Noi vi)

Thanh bhan th thie va Co Vi du minh hoa
st | 'nannppanthethucval ) oicng | S | kidu chir ] | Co
chi tiet trinh bay chir Phéng chir Times New Roman chit

1) 2) 3 4) ®) (6) )

1 | Quéc hiéu
- Dong trér Inhoa | 12-13 | DBiing,dam CONG HOA XA HQI CHU NGHIA VIET NAM 12
- Dong drai In thuong | 13-14| bing,dam Poc lap — Tw do — Hanh phuc 13
- DONg & bén dréi

2 | Tén oo quan, 6 chic
-Tén wquan, dchrcchi |\ pon | 1943 pang BO TAI CHINH 12
quan cp trén tiec tiep
- Tén w quan, 6 chic Inhoa | 12-13 | Pung,dam CUC QUAN LY GIA 12
- Dong k& bén dréi

3 | S5, ky hiéu cia van bin In throng 13 Ping S6: 15/Qb-BNV; So: OS/EQHCN-VP; $: 12/UBND- 13
bia danh va ngay, thang, . A Ha Noi, ngay 05 thang 02am 2009

4 nam ban hanh an ban In thuong | 13-14 Nghiéng 13

Thanh pla Hé Chi Minh, ngay 29 thang Gim 2009




Tén laai va trich yu i
dung

Déi vai vin ban cé tén
loai

- Tén lai vin bin In hoa 14 | Pung,dam CHI THI 14
- Trich yéu ndi dung In throng 14 | btng,dam V& cong tac phong, cing lut bo 14
- DONng & bén drdi

Déi v6i cdng \in

Trich yéu ndi dung In thuong | 12-13 bung V/v néng lac luong ram 2009 13
Noi dung \an ban In throng | 13-14 bung Trong cbng tac dhiao... 14
Gom phin, chrong muc,

dieu, khain, diem, tiét,

tieu tiet

- Tir “phan”, “chuong” va i

SO thir ty cuia phin, In thuong 14 bung, dam Phan | Chwong | 14
chuong

é&'{i‘;ge cua pran, Inhoa | 13-14| Pung,daim | QUY PINH CHUNG | QUY PINH CHUNG | 14
- Tir “muyc” va & the ty Inthuong | 14 | Pung,dam Muc 1 14
- Tiéudé cua mic In hoa 12-13| bing,dam GIAl THICH LU AT, PHAP LENH 13
- Pidu In throng | 13-14 | Bung,dam | Piéu 1. Ban sao in ban 14




- Khaan In throng | 13-14 bung 1. Cac hinh thc... 14
- Piém Inthrong | 13-14| Bung | a)bdi véi ... 14
- Tiét In theong | 13-14 btng |- 14
- Tiéu tiét In thuong | 13-14 bung |+ 14
Gom phan, muc, khain,

diem, tiet, tiéu tiet

-Te“phan"vadthatey | Inthwong | 14 | Pung,dam Phan | 14
- Tiéudé cia phin Inhoa | 13-14| bing,dim TINH HINH TH UC HIEN NHIEM VU... 14
;rfj:th"‘ trvatiude cia | o pos | 13.14| Pang,dam | I NHONG KET QUA... 14
- Khoan:

Truong hyp co tieudé In theong | 13-14 | Pung,dam | 1. Pham vi va déi tweng 4p dung 14
dTéruérng hyp khdng co tiéu In thusng | 13-14 Ping ié.'ll'.hc“)ng tr nay co hiu lyc thi hanh sau 15 ngay 14
- Piém Inthrong | 13-14| Dang | a)Ddi vdi ... 14
- Tiét bung | - 14
- Tiéu tiét bung |+ 14
Chac vy, ho tén dia ngroi

ky

-Quyénhanciangrdiky | Inhoa | 13-14| bung,dam | TM. UY BAN NHAN DAN | KT. BO TRUONG | 14




- Chirc vu caa ngroi ky Inhoa | 13-14| Btng,dam CHU TICH THU TRUONG 14
- Ho tén @ia ngroi ky In thuong | 13-14 | Déng, dam Nguyén Vin A Tran Vin B 14
8 | Noi nhan
a Tu quh gurt va,tenAay In thuong 14 btng 14
guan, 6 chic, ca nhar
- Glri mot noi Kinh gri: B Cong throng 14
Kinh gui:
L - Bo Noi vu;
- Gir nhieu roi - Bo Ké hoach vabau tu; 14
- Bo Tai chinh.
b Tu “noj nhan” va tén o
guan, & chirc, ca nhan
- Ttr “noi nhan” In thuong 12 N%?r?]ng’ Nei nhan: Noi nhgn: (d6i véi cong \an) 12
- Tén o quan, 6 chrc, ca écféc B, coquanngang |y ren:
nhan nin van kén, bin In thuong 11 bung ) 0 ST ; 11
sao - Luu: VT, TCCB. - Luu: VT, NVDP.
9 | Dau chi mic d6 khan Inhoa | 13-14| Pung,dam || HOA TOC THUQNG KH AN KH AN 13
10 ﬁ:;] fa” Ve phmVItaU |y thuong | 13-14 | Pung,dam || XEM XONG TRA LAl | | LUU HANHNOIBO | | 13
17 | Ci dan v du thao van Inhoa | 13-14| Pung,dam DU THAO DU THAO 10 13

ban




Ky hiéu ngroi danh may,

12 nhan lin va $ lwong bin In thuong 11 bing PL.(300) 11
?ia ch co quan, 6 Ch_’l’C;. S5 XX phd Trang Tén, quin Hoan kém, Ha Noi

13 Séadf; Eﬁgﬁ"s’éﬁ‘;?;;eé Inthuong | 11-12 |  Dang | DT: (04) XXXXXXX, Fax: (04) XXXXXXX 11
Fax E-Mail: Website:

14 | Phu luc van ban
tuTguapSEJI:llfC va $ th Inthuong | 14 | bung,dam Phu luc | 14
- Tiéudé cua phu luc Inhoa | 13-14| Ping,dam BANG CHU VIET TAT 14

15 | S trang In theong | 13-14 bung 2,7,13 14

16 | Hinh thic sao Inhoa | 13-14 Ping,dam | SAO Y BAN CHINH, TRICH SAO, SAOLUC | 14

Ghi chd: C& chir trong cting nit van ban ting, gém phii thong nhit, vi du: Quoc higu, dong trén & chir 13, dong ddi ¢
chir 14; nheng Qubc hiéu, dong trén & chir 12, thi dong dai cd chir 13;dia danh va ngay, thangim vian ban oy chir 13.




Phu luc V

MAU TRINH BAY V AN BAN VA BAN SAO VAN BAN
(Kém theo Théngetso 01/2011/TT-BNV ngay 19 thang 0drm 2011 éa B Noi vir)

1. Mau trinh bay vin ban hanh chinh

Mau 1.1 - Nghi quyét (ca bit)

Miu1.1.1 - Nghquyét (ca bét) cua Throng trc HDND
Miu 1.1.2 - Nghquyét caa Hoi ddng quan tri

Mau 1.2 - Quyét dinh (ca bét) (quydinh tnyc tiép)

Mau 1.3 - Quyt dinh (ca bét) (quydinh gian tép)

Mau 1.4 - \an ban c6 tén lai khac

Mau 1.5 - COng &N

Mau 1.€ - Quyét dinh (ca bit) (quydinh trc tiép) oaa Truong tnrc HDND
Mau 1.7 - \&n ban co tén lai cuaa cac Ban BND

Mau 1.8 - \&n ban c6 tén lai caaPoanbai biéu Quic hoi

Mau 1.€ - Congdién

Mau 1.10 - Gay moi

Miu 1.11 - Gidy giéi thiéu
Mau 1.12 - Bién bn

Mau 1.13 - Gy bién nlin hd so
Mau 1.14 - Gy chang nHin
Mau 1.15 - Gay di duong

Mau 1.16 - Gay ngh phép
Mau 1.17 - PHu chuyén

Mau 1.1¢ - Phiéu gui

Mau 1.19 - Thr cbng

2. Miu trinh bay ban sao vin ban
Maiu 2.1 Bin sao ¥in an



Mau 1.1 — Ngh quyét (ca biét)

TEN CQ, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) Déc lap — Tw do — Hanh phic
S5:  INQ-....(3)... ... (4)....,ngay ..... thang ...am 20...

NGHI QUYET
....................... (S

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhg_ip:
_Nhu’D.Ieu...; (Chﬁ’ k)'/, dﬁu)
- Luu: \}T, v (7) AXx (8)
Ho va tén

Ghi cha:

(1) Tén @ quan, é chic chi quan truc tiép (Réu co).

(2) Tén © quan, § chrc ban hanh nghguyét.

(3) Chir viét tit tén @ quan, & chirc ban hanh nghguyét.

(4) bia danh

(5) Trich y¥u mi dung ngh quyét.

(6) Noi dung nghi quyét.

(7) Chir viét tat téndon vi san thao van ban va $ luong bin luu (fu cn).
(8) Ky hiéu ngroi danh may, nhandm va $ luong hin phat hanh @u cn).



Mau 1.1.1 — Nglh quyét (ca biét) caa Thwong truc HPND

HQI PONG NHAN DAN CONG HOA XA H QI CHU NGHIA VIET NAM
..... 2).... Poc lap — Tw do — Hanh phudc

S6: INQ-HDND ... (2)...., nQAy ..... thang ...am 20...

NGHI QUYET
....................... (B) e,

THUONG TRUC HQI PONG NHAN DAN ... (1)..............
Can ar Luat To chic Hoi dong nhan dan vlly ban nhan dan ngay 26
thang 11 am 2003;

CaN OF ooeviieeee e () e
QUYET NGHI:

Dieu l. ..o (5): ceeee e

DU .. o

TM. TH UONG TRUC HPND

Noinhgn: CHU TICH (6)
: I.\.l.h_l.r.?leu (Chir ky, diu)
- Luu: VT, .... (7). Axx (8)

Ho va tén

Ghi chu:

(1) Tén tnh, thanh pb trec thude Trunguong (tén thxa, thanh pé thuc tinh; tén xa, thtran).
(2) bia danh

(3) Trich ¥u mi dung ngl quyét.

(4) C4c an ar khacdé ban hanh nghguyét.

(5) Noi dung nghi quyét.

(6) Chirc vu cua ngroi ky, truong hop Phé Ch tich duoc giao ky thay Cintich thi ghi ch viét
tat “KT.” vao truoc chic vu Cha tich, bén déi ghi chic vu caa ngroi ky (Pho Chi tich).

(7) Chir viét tat téndon vi san thio va $ lugng kin fuu (réu cn).

(8) Ky hiéu ngroi danh may, nhanam va $ luong an phat hanh @u cn).



Mau 1.1.2 — Nglh quyét cia Héi dong quan tri
TEN CQ, TC CHI QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC DPoc lap — Tw do — Hanh phuc
_ @
S6: INQ-....(3) ....(4)....,ngay .....thang ...am 20...

NGHI QUYET
....................... () NPT

HOI PONG QUAN TRI ....... 2)......
% 10§
(@21 o 10 § SO P
QUYET NGHI:
Pieul. ... ()PP
DU ... i
.................................................................................................. /.
_ TM. HQI PONG QUAN TRI
Noinhgn: CHU TICH (7)
: Nhu 19.|CU veey (Chﬁ’ ky’ mu)

- Luu: VT, .... (8). Axx (9)
Ho va tén

Ghi cha:

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu c6) haic Cong ty e (néu cn).

(2) Tén © quan, § chrc ban hanh nghguyét.

(3) Chic viét tit tén @ quan, & chac ban hanh nghguyét.

(4) bia danh.

(5) Trich y¥u mdi dung ngh quyét.

(6) Noi dung nghi quyét.

(7) Chrc wu ciia ngroi ky, trudng hop Pho Ch tich dugc giao ky thay Ch tich thi ghi cli viét
tat “KT.” vao truéc chic vu Cha tich, bén dai ghi chic vu caa ngroi ky (Phé Chi tich).
(8) Chir viét tat téndon vi saan thio vian ban va $ lugng ban leu (réu cn).

(9) Ky hiéu ngroi danh may, nhandm va $ luong hin phat hanh @u cn).



Mau 1.2 — Quyét dinh (quy dinh truc tiép)

TEN CQ, TC CHU QUAN (1)  CONG HOA XA H QI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Poc lap — Tw do — Hanh phtc

S6: (3)  I-....(4)... ... (5)...., ngay ..... thang ...am 20...

QUYET PINH

V@ VIEC ..o, (O .
THAM QUY EN BAN HANH (7)......
CaN OF .o 2 ) ;
CaNQAr o (9) e, ;
Xétdéngh cia .......ccevvnveeennnnn. e
‘ QUYET PINH:
3 TE-IU B (1)
Pl U ... oo e
................................................................................................. /.
_ QUYEN HAN, CHUC VU CUA

Noi nhgn: NGUOI KY (11)

- Nhu biéu ...;

Lt VT, ... (12) Axx (13) (Chiz ky, diu)

Ho va tén

Ghi chu: |
(1) Tén @ quan, & chirc chi quan tryc tiép (Réu ca).

(2) Tén @ quan, & chirc haic chrc danh nhamsc ban hanh quéy dinh.

(3) Béi voi quyét dinh c4 bit, khdng ghi Bim ban hanh gia $ va ky héu aia van ban.

(4) Chir viét tat tén @ quan, & chirc haic chic danh nhawmsc ban hanh quy dinh.

(5) bia danh

(6) Trich y¥u mdi dung qut dinh.

(7) Néu thhm quyén ban hanh quy dinh thbc vé nguoi ding dau ao quan, & chic thi ghi chirc
vu caa ngrdi dang dau (vi du: Bo truong Bo...., Cuc truong Guc...., Giamdde..., Vién truong
vién ..., Chi tich...); réu thim quyén ban hanh qu dinh thipc vé tap thé lanhdao haic ao
quan, 6 chxc thi ghi tén ap thé haic tén © quan, & chic d6 (vi du: Ban throng w...., Hoi
dong...., Uy ban nhan dan....).

(8) Néu céac #n ar truc tiép dé ban hanh qudt dinh (vin ban thanh 4p, quydinh chrc ning,
nhiém vy, quyén han cia @ quan, & chic).

(9) Céac vin ban phéap Iy lién quan i tiép dén van dé giai quyét trong rbi dung quigt dinh.

(10) Noi dung qut dinh.



(11) Quyén han, chic vu caa ngroi ky nhue Bo truong, Guc tredng, Giamddc, Vién treong v.v...;
truong hop Ky thay nit tap thé lanhdao thi ghi chir viét tit “TM.” vao truéc tén @ quan, & chac
hoic tén fip thé 1anhdao (vi du: TM. Uy ban nhan dan, TM. Ban Tbng w, TM. Hoi dong...);
truong hop cip phoduoc giao ky thay ngoi dang dau co quan thi ghi ch viét tit “KT.” vao
truéc chic wu cia ngroi ding dau, bén @i ghi chic wu cia ngroi ky van ban; cac teong hop
khéc thrc hién theo lrdng din tai Khoan 1,Piéu 12 @ia Théng i nay.

(12) Chir viét tat téndon vi san thao va $ luong bin luu (Rfu cn).

(13) Ky hiéu ngroi danh may, nhanam va $ lugng bin phat hanh @u cn).



MAu 1.3 — Quyét dinh (quy dinh gian tiép) ©

TEN CQ, TC CHJ QUAN (1)  CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUTC (2) Poc lap — Tw do — Hanh phuc

S5 /P-....(3)... ....(4)....,ngay ..... thang ...am 20...

QUYET PINH

Ban hanh (Phé dut) ....................... () I
THAM QUY EN BAN HANH (6)
CaN OF .o () T ;
Can QT ..o ;
Xétdenghcia ........ccevevennnnen. e e ———— ;
i QUYET DPINH:
bieu 1. Ban hanh (Phé d@y) kém theo Quét dinh nay ........ ®) ...
DU .o oo
................................................................................................. /.
QUYEN HAN, CHUC VU CUA NGUOI KY (8)
Noi nhg_in:
- Nhu Dleu (Chﬁ’ ky’ d:/i'u)

- Luu: VT .- (9) Axx (10)
Ho va tén

Ghi chu:

(*) Mau nay &p dng doi véi cac quyt dinh (ca bt) ban hanh hay phé détymot vin ban khac
nhu quy ctg, quydinh, chrong trinh, K hoach, d& an, phrong an..

(1) Tén @ quan, é chic chi quan truc tiép (Réu co).

(2) Tén @ quan, & chic haic chrc danh nhawmse ban hanh quy dinh.

(3) Chir viét tat tén @ quan, & chirc haic chic danh nhawmsc ban hanh qu dinh.

(4) bia danh

(5) Trich yeu noi dung quyt dinh. .

(6) Néu thhm quyén ban hanh quy dinh thbc vé ngudi ding dau ao quan, & chic thi ghi chirc
vu caa ngroi ding dau (vi di: Bo truong Bo...., Cuc truong Gac...., Gidmddc...., Vién truong
vién ..., Chi tich...); réu thim quyén ban hanh qui dinh thubc Vé tap thé 1anhdao haic oo
quan, & chic thi ghi tén 4p thé haic tén @ quan, & chic d6 (vi du: Ban throng wi...., Hoi

dong....,Uy ban nhan dan....).

(7) Néu céc &n of truc tiép dé ban hanh qudt dinh (nhr ghi chio méu 1.2).

(8) Quyén han, chic wu cia ngroi ky nhu B trudng, Gac tnmng Giamdéc, Vién truong v.v...;
truong hop ky thay nat tap thé Ianhdao thi ghi chir viét tit “TM.” vao trudc tén @ quan, & chic
hoic tén fip thé 1anhdao (vi du: TM. Uy ban nhan dan, TM. Ban Tbng w, TM. Hoi dong...);

truong hop cip phoduoc giao ky thay ngoi dang dau co quan thi ghi ch viét tit “KT.” vao



trugc chic wu cia ngroi dirng dau, bén a@si ghi chic vu caa ngroi ky van ban; cac trong hop
khac thrc hién theo lwréng din tai Khoan 1,Diéu 12 @ia Théng i nay.

(9) Chir viét tat téndon vi san thao va $ luong ban lueu (Réu can).

(10) Ky hiéu ngroi danh may, nhandm va $ luong in phat hanh @u cn).



M4u viin ban (ban hanh kém theo qudt dinh) ©

TEN CQ, TC CHJ QUAN CONG HOA XA H QI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Péc 1ap — Tu do — Hanh phtic

TEN LOAI VAN BAN

....................... Q) oo
(Ban hanh kém theo Qéty#inh & ...... 1P-......
ngay ..... thang ....am 20...... ga....... )
Chwong |
QUY PINH CHUNG
5TV TR
DHBU 2. e e,
Chwong
DHBU .o,
Chwong
DHBU ..ot
DHBU .o e,

QUYEN HAN, CHUC VU CUA NGUOI KY
(Chir ky, diu)

Nguyén Vin A

Ghi cha:

(*) Méau nay ap dng ddi véi cac \an bin dugc ban hanh kém theo ditydinh (ca bit), bo cuc c6
thé bao @m chrong, muc, dicu, khain, diem.

(1) Trich yu ndi dung dia van ban.



MAu 1.4 — \éin ban c6 tén lai khac

TEN CQ, TC CHJ QUAN (1)  CONG HOA XA HOQI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUTC (2) Poc lap — Tw do — Hanh phuc

6 .. () -....(4).... ... (5)....,ngay .....thadng ...am 20...

TEN LOAI VAN BAN (6)
.............. ) T

QUYEN HAN, CHUC VU CUA NGUOI KY (9)

e : (ChiF ky, diu)

Ho va tén

Ghi cha:

* Mau nay ap dng chungddi véi da $ cac hinh thic vian ban hanh chinh cé ghi téndiocy thé
nhu: chi thi (ca bét), to trinh, thdng bao, atong trinh, ¥ hoach, dé an, bao céo, quginh v.v...
Riéngddi vai to trinh ¢6 th thém thanh pdn “kinh gri” & vi tri 9a.

(1) Tén @ quan, é chic chi quan truc tiép (Réu co).

(2) Tén © quan, & chic haic chrc danh nhawmsc ban hanhan ban.

(3) Chir viét tat tén lai van ban.

(4) Chi viét tat tén @ quan, & chic haic chic danh nhawgc ban hanhan ban.

(5) bia danh

(6) Tén lai van ban: chi thi (ca bét), to trinh, théng béo, atong trinh, ¥ hoach, dé an, plrong
an, bao cao .v.v...

(7) Trich y¥u mdi dung van ban.

(8) Noi dung \an kan.

(9) Ghi quyn han, chrc wvu caa ngroi ky nhu Bo truong, Guc treong, Giamddc, Vien truong
V.V...; truong hop ky thay nit tap thé Ianhdao thi ghi chir viét tit “TM.” vao truéc tén o quan,
t6 chic haic tén p thé l1anhdao (vi du: TM. Uy ban nhan dan, TM. Ban &bng wi, TM. Hoi

dong...); réu ngroi ky van ban la dp phoé @a ngroi diing dau co quan thi ghi ch viét tit “KT.”

vao trge chrc wu cia ngroi ding dau, bén aéi ghi chirc w cua ngroi ky van ban; cac trong
hop khéc thrc hién theo leong din tai Khoan 1,Piéu 12 dia Théng & nay.

(10) CHr viét tit téndon vi san thio va $ luong kin eu (Réu cn).

(11) Ky hiéu ngroi danh may, nhanam vas luong bin phat hanh @u cn).



Miu 1.5 — Cong ¥n

TEN CQ, TC CHI QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phuc
S6: 1. (B) -....(d).... ... (5)...., NQAy ..... thang ...am 20...
VIV ........ 6) .........
Kinh g
....................................................... 4 T
0000000000000
QUYEN HAN, CHUC VU CUA NGUOI KY (8)
Noi nhén:
- Nhutren' . (Chﬁ’ ky’ d:/i'u)

- Luu: VT, ... (9) A.xx (10)
Ho va tén

S6 XX pho Trang Tén, quin Hoan Kém, Ha Nbi
PT: (043) XXXXXXX, Fax: (043) XXXXXXX
E-Mail.................... Website:..................... (11)

Ghi cha:

(1) Tén @ quan, é chic chi quan truc tiép (Réu co).

(2) Tén @ quan, & chic haic chrc danh nhawmse ban hanh congin.

(3) Chir viét tat tén @ quan, & chic haic chic danh nhawsc ban hanh congain.

(4) Chi viét tat téndon vi (Vu, phong, bandt bd phan chic ning) san thio cong ¥n.

(5) bia danh

(6) Trich y¥u ndi dung cong &n.

(7) Noi dung cong in.

(8) Ghi qugn han, chrc wu cia ngroi ky nhue B truong, Gic trusng, Giamddc, Vién treong
; truong hop ky thay nat tap thé Ianhdao thi ghi chir viét tait “TM” trudc tén © quan, &

Chu’C ho_ac tén ap thé 1anhdao, vi di: TM. Uy ban nhan dan, TM. Ban Tbng w, TM. Hoi

ddng...; réu ngroi ky céng vin 1a dp pho @a ngroi diing dau oo quan, & chic thi ghi chir viét

tat “KT” vao truéc chic wi cia ngroi ding dau, bén aéi ghi chirc wvu caa ngroi ky cdng \an;

céc trong hoyp khac thre hién theo lrong din tai Khoan 1,Diéu 12 @a Thong i nay

(9) Chir viét tat téndon vi san thao va $ luong ban lueu (Réu cn).

(10) Ky hiéu ngroi danh may, nhandm va $ luong bin phat hanh @u cin)

(11)bia ch co quan, & chic; $ dién thaai, b Telex, $ Fax;dia ct E-Mail; Website (4u cin).

* Néu noi nhan (kinh gfri) la nhiing chic danh, ctic u cao ép aia Nha medc, thi prin roi nhan

khéng ghi “nhr trén” ma ghi tec tiép nhirng chirc danh, clic w 4y vao.



Mau 1.6 — Quyét dinh (ca biét) ciia Thwong truc Hoi dong nhan dan

HOI PONG NHAN DAN CONG HOA XA H QI CHU NGHIA VIET NAM
..... 2).... Poc lap — Tw do — Hanh phuc

S6: ... (2) ..../QP-HPND ... (3)...., NQAy ..... thang ...am 20...

‘ QUYET PINH
Ve i, )

THUONG TRUC HQI PONG NHAN DAN ... (1)..............
Can ar Luat To chrc Hoi dong nhan dan vy ban nhan dan ngay 26
thang 11 am 2003;

................................................ (5)
QUYET PINH:
Pieul. ... () S
DU ... i e
.................................................................................................. /.
_ TM. TH UONG TRUC HDND (7)

Noi nhgn: CHU TICH (8)

P Nhebieu...; (Chi ky va du HOND)

- Luu: VT, .... (9) A.xx (10)

Ho va tén

Ghi cha:
(1) Tén tnh, thanh pb tryc thwe Trunguong; huyn, quin, thi &, thanh pb thuc tinh; X, th
tran.
(2) SO the tu dang ky quit dinh aia Hoi dong nhan dan.
(3) bia danh
(4) Trich y¥u mdi dung qut dinh.
(5) Céc an or khac &p dngdé ban hanh quét dinh.
(6) Noi dung qut dinh.
(7) Thim quyén ky vin ban.
(8) Néu Pho Chi tich ky thi ghiKT. CH U TICH
PHO CHU TICH
Néu Uy vién Throng trc ky thi ghi:KT. CH U TICH
UY VIEN TH UONG TRUC
(9) Chir viét tat téndon vi saan thio va $ luong ban leu (Péu can).
(10) Ky hiéu ngroi danh may, nhanam va $ lugng bin phat hanh @u cn).



Mau 1.7 — \in ban c6 tén lai cia cac Ban Hi ddong nhan dan

HOI PONG NHAN DAN CONG HOA XA H QI CHU NGHIA VIET NAM

..... 1).... Poc 1ap — Tw do — Hanh phuc
S5 ... (2) ... ... (3).... - ... (4)....,ngay ..... thang ...am 20...
HDND

TEN LOAI VAN BAN
....................... (S T

TM. BAN KINH T E NGAN SACH

Noi nhgn: TRUOGNG BAN (7)
VT8 A (9) (Chi ky va diu HDND)

Ho va tén

Ghi chu:
(1) Tén tnh, thanh pé tryc thusc Trunguong; huyn, quin, thi x&, thanh pé thuoc tinh; x&,
phuong, th tran.
(2) S5 the ty dang ky van ban cia Hoi ddng nhan dan.
(3) Chir viét tat tén lai van ban.
(4) bia danh
(5) Trich y¥u mdi dung van ban.
(6) Noi dung wan kan.
(7) Néu Phé Trong ban ky thi ghi:
KT. TRUONG BAN
PHO TRUONG BAN
(8) Chit viét tat tén Ban san thio va $ luong kin heu (néu cin).
(9) Ky hiéu ngroi danh may, nhandm va $ lugng ban phéat hanh @¢u cn).
(MAu nay dung chung chattca cac lai van ban c6 tén lai do cac Ban @a Hoi dong nhan dan
ban hanh).



Mau 1.8 — \éin ban co6 tén lai cia PoanPai biéu Qudc hji

POAN PAI BIEU QUOC HQI  CONG HOA XA H QI CHU NGHIA VIET NAM

..... 1).... Poc lap — Tw do — Hanh phuc
S /...(2).... PPBQH ... (3)...., NQay ..... thang ...am 20...

TEN LOAI VAN BAN
....................... )

et /.
TM. POAN DAl BIEU QUOC HQI (6)
Noi nhan: TRUONG POAN (7)
S (Chiz ky, diu PDBQH)
CLut: VT, o (8)-n AXX (9)

Ho va tén

Ghi chu:
(1) Tén tnh, thanh pé trec thude Trunguong;
(2) Chir viét tat tén lai van ban.
(3) bia danh
(4) Trich y¥u mdi dung van ban.
(5) Noi dung \an kan.
(6) Tham quyén ky van ban. Néu Truong Poan ky \i thim quyén riéng thi khéng c6 dong gty
han.
(7) Néu Phé Trongdoan ky thi ghi:
KT. TRUONG POAN
PHO TRUONG POAN
(8) Chir viét tat téndon vi san thao va $ luong ban luu (Réu cn).
(9) Ky hiéu ngroi danh may, & luong bin phat hanh @u cn).
(Mau nay diing chung chattca cac lai van ban c6 tén lai ciaaboanbai biéu Quic hoi).



Miu 1.9 — Congdién

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA HOQI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) Pgc lap — Tw do — Hanh phdc
S5 /D- ... (3).... ... (4)....,ngay ..... thang ...am 20...
CONG PIEN

QUYEN HAN, CHUC VU CUA NGUOI KY

e, , (Cha ky, diu)

Ho va tén

Ghi ch: |

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu ca).

(2) Tén @ quan, § chirc haic chic danh nhawmdc ban hanh condién.

(3) Chir viét tat tén @ quan, & chirc haic chic danh nhawmsc ban hanh condién.
(4) bia danh

(5) Trich yu mdi dungdién.

(6) Tén @ quan, é chic haic chic danh éa ngroi dang dau.

(7) Tén © quan, & chic nhan dién

(8) Noi dungdién.

(9) Chir viét tat téndon vi saan thio va $ luong ban leu (Réu can).

(10) Ky hiéu ngroi danh may, nhanam va $ lugng bin phat hanh @u cn).



Mau 1.9 — Ghy moi

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phuc
S5 IGM- ... (3).... ... (4)....,ngay ..... thang ...am 20...

GIAY MOI

................................... (2) .cooieeeeeenn tr@n g Kinh nvi:

(@] gTo l (o= ) R (B
TOH AU i, (7) e
TROT GIAN: ..o oo
DHAGIEIM .ot ee et
e

QUYEN HAN, CHUC VU CUA NGUOI KY

R | (Chiz ky, diu)

- Luu: VT, .... (8) Axx (9)
Ho va tén

Ghi cha: .

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu ca).

(2) Tén © quan, § chic ban hanh gy moi.

(3) Chir viét tat tén @ quan, & chirc ban hanh gy moi.

(4) bia danh

(5) Trich y¥u ndi dung cwc hop.

(6) Tén @ quan, & chic haic ho va tén, clic w, don vi céng tac aa ngrdi dugc moi.
(7) Tén (Bi dung) d@ia cwc hop, hoi thao, hoi nghi v.v...

(8) Chir viét tat téndon vi san thao va $ luong ban lueu (Réu cn).

(9) Ky hiéu ngroi danh may, nhandm va $ luong hin phat hanh @u cn).



Mau 1.11 — Gy giéi thiéu

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC (2) DPoc lap — Tw do — Hanh phuc
S5:  IGGT- ... (3).... ... (4)....,ngay ..... thang ...am 20...

GIAY GIOI THI EU

................................... (2) .ccoiveeeennn.. tr@n Ng giGi thiéu:

O1a Tl () J (B) et

(O 11 (Y
PuoC or déN: ..o, (B) oot
VB VI8, ettt ettt et

Pé ngh Quy @ quan #o diéu kién dé 6ng (ba) c6 téry trén hoan
thanh nhém wvy. o
Giay nay co gia trdén het NQay ..........ccoeeeevviiiieviiieeees l...

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhén:
L VT (Ch k., diu)

Ho va tén

Ghi cha: .

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu co).

(2) Tén © quan, & chrc ban hanhan ban (cip gidy gii thiéu).

(3) Chir viét tat tén @ quan, & chic ban hanhan ban.

(4) bia danh

(5) Ho va tén, clic vu vadon vi cbng tac ¢a ngroi dugc gisi thiéu.
(6) Tén @ quan, & chic duoc gidi thiu i lam viéc.



MAau 1.12 — Bién ln

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUTC (2) Péc 1ap — Tu do — Hanh phtc

S6: /BB- ... (3)....

BIEN BAN
............ 4) ...
Thoi gian kit dau ..........cc.ccoevve.
biadiem ...
Thanh pln tham @ ...................
Chi ] (CNIE0A):..vvvvvvveeeeoeeeeeeeees eeeeeeseceeeeees s
Thu ky (ngroi ghibién n): ...... .o,

Noi dung (theo din bién cudc hop/hoi nghi/hdi thao):

Cuoc hop (Moi nghi, hoi thao) két thuc vao ..... gi ....., ngay ....
thang ..... am ...... .[.
THU KY CHU TOA
(Chir ky) (Chir ky, diu (néu co))
)
Ho va tén Ho va tén

Noi nhén:

Ghi chu: |

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu co).
(2) Tén @ quan, é chic ban hanhan ban.

(3) Chir viét tat tén @ quan, & chic ban hanhan ban.
(4) Tén cuwc hop haic hoi nghi, hoi thao.

(5) Ghi chirc wvu chinh qugn (réu cn).



Mau 1.13 — Ghy bién nhan
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S6:  IGBN- ...(3).... ....(4)....,ngay .....thang ...am 20...

Ho so-....
Hovatén:.................. (5) tiriie e
Chirc Vi, don Vi CONQG LAC: ... .cieet ceiii e s e
P4 tiép nhan hd o cua:
(©]aTo I (1) () TR
............................................... bao ém
e
2 e (7)o e
K R
et e et eeeeeeeeet e eeeeeerr /...

NGUOI TI EP NHAN
Noi nhgn:
- (8). (Ky tén,déng diu (néu co))

- Luu: Hd so.

Ho va tén

Ghi chu:

(1) Tén @ quan, é chic chi quan truc tiép (Réu co).

(2) Tén @ quan, é chirc cip gidy bién ntin hd 0.

(3) Chir viét tat tén @ quan, & chirc cip gidy bién nfin hd so.

(4) bia danh

(5) Ho va tén, cic vu vadon vi cdng tac ga ngroi tiép nhan ho so.
(6) Ho va tén, oi cong tac hac gidy to ty than éa ngroi nop hd o.
(7) Liét ké day du, cu thé cac vin ban, giy to, tai liéu co trong b so.
(8) Tén ngoi hoic av quan gi hd so.



Mau 1.14 — Ghy chirng nhan

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S6: /GCN- ... (3).... ... (4)....,ngay .....thang ...am 20...

nhan:

................................................ (5) e

................................................. A

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhan
B (Chiz ky, diu)
- Luu: VT, .... (6) Axx (7)
Ho va tén

Ghi chu:

(1) Tén © quan, & chic chi quan tryc tiép (néu co).

(2) Tén @ quan, & chre cip giay ching nkin.

(3) Chir viét tat tén @ quan, & chirc cip gidy chang nhin.

(4) bia danh

(5) Noi dung chirng nHin: xacdinh ax thé ngudi, su viéc, van dé duoc ching nhn.
(6) Chir viét tat téndon vi saan thio va $ luong ban leu (Péu can).

(7) Ky hiéu ngroi danh may, nhanam va $ luong ban phat hanh @u cn).



Mau 1.15 — Gy di dwong

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S6: /@D- ... (3).... ... (4)....,ngay .....thang ...am 20...

(O 15 (Y S
Noi AUQC O &N CONG TAC: ...vvivvee eeeecee e
Gidy nay c6 gia frhét ngay: ......
QUYEN HAN, CHUC VU CUA NGUOI KY
(Chir ky, diu)

Ho va tén

A a Xac nhan
bj da cia oo
Noi divadén| NI Ph_u;o’ng chz:mg 'I:hm_glc?n quan (to
thang tién duong & noi den ht :
(Km) C 1_rc) noi
di, den
bi...........
pén...........
bi...........
Pén...........
bi...........
pén...........
bi...........
Pén...........
bi...........
pén...........




pén...........
- Vé ngroi: ... vé X ...... d= ... d
-Vé ardc: ... Ve X ....... d= ... d
- Phu phi By vé king dién thaai: ..... VEX ...... d= i, d
-Phongngh ........ ... VE X ...... d=...............d
=TT X (e 14T To PR d..
2. PRI CAP TU 1% vttt eaaes d
L 1o e ST To RS 4
NGUOI Pl CONG TAC PHU TRACHBOQ KE TOAN TRUONG

(Chez ky) PHAN (Cher ky)

(Cher ky, diu)
Ho va tén Ho va tén

Ho va tén

Ghi ch: |

(1) Tén @ quan, & chic chi quan truc tiép (Réu co).

(2) Tén @ quan, & chic cip gidy di duong.

(3) Chir viét tat tén @ quan, & chic cip gidy di duong.

(4) bia danh

(5) Ho va tén, ctic wu vadon vi cdng tac ta ngroi dugc cip gidy.




Mau 1.16 — Ghy nghi phép
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S6: IGNP- ... (3).... ... (4)....,ngay .....thang ...am 20...

GIAY NGHI PHEP

Xét bon Xin ngh phép ngay
.......................................... naxong (ba) ....ccooeeveveiii e
................................... (2) .ccoiieeiiieeennn.. A cho
Ong (ba):......oovvveennnnn. (5)  teree e
(O 5§ (o3 PPN
Nghi phép @am .......... trong tki gian: ............. , K tr ngay
.......... AN ML NQAY ..o
171 P () I

QUYEN HAN, CHUC VU CUA NGUOI KY
Ho va tén
X&c nhin cia co quan (6 chic) haic
chinh quyn dia phrong noi nghi phép
(Chiz ky, diu)

Ho va tén

Ghi cha: .

(1) Tén @ quan, & chic chi quan truc tiép (Réu co).

(2) Tén © quan, & chic cp gidy nghi phép.

(3) Chir viét tat tén @ quan, & chic cip gidy nghi phép.

(4) bia danh

(5) Ho va tén, clic vy vadon vi cong tac sa ngrdi dugc cip gidy phép.
(6) Noi nghi phép.

(7) Nauoi duoc cip gidy nghi phép.

(8) Chir viét tat téndon vi san thao va $ luong ban lueu (Réu cn).



Mau 1.17 — Phéu chuyén

TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S6: IPC- ... (3).... ... (4)....,ngay .....thang ...am 20...

QUYEN HAN, CHUC VU CUA NGUOI KY
P (8) ..... X (Chﬁ’ ky’ di,U)

Ho va tén

Ghi ch: |

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu co).

(2) Tén © quan, § chrc ban hanh phu chuyn.

(3) Chir viét tat tén @ quan, & chirc ban hanh pBii chuyén.

(4) bia danh.

(5) Néu @ thé: don, thr caa ca nhan,ap thé haic vian ban, tai liéu cia @ quan, & chirc nao, ¢
van dé hay i dung gi.

(6) Ly do chugn. _

(7) Tén @ quan, & chirc nran phiu chuygn van ban, tai liéu. 4

(8) Théng thwdng, phéu chuyn khdng én leu nhrng phii dugc vao $ ding ky &i van thr co
quan, & chirc dé theo ddi, kém tra.



Méu 1.18 — Phéu giri
TEN CO QUAN, TC CHU QUAN (1) CONG HOA XA H QI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUTC (2) DPoc lap — Tw do — Hanh phdc
S5 IPG- ... (3).... ... (4)....,ngay .....thang ...am 20...

................................... (2) ...ooivievvneenn. ... igkém theo pHu nay
Cac \in ban, tai liéu sau:

Lo (5)  toiieeee s

2 e e et e et a e

Sau khi nfin duoc, dé ngh ........ (6)........... @i lai phiéu nay cho ...

................................................. (2)
.......................................................... /.

QUYEN HAN, CHUC VU CUA NGUOI KY
Noi nhdn
o (Chi k., div)
Ho va tén
(8)..., ngay ..... thang ....am

Ngwoi nhan
(Chir ky)

Ho va tén

Ghi cha: 4

(1) Tén @ quan, & chirc chi quan tryc tiép (Réu co).

(2) Tén © quan, § chic ban hanh phu gii.

(3) Chir viét tit tén @ quan, & chic ban hanh pBu gii.

(4) bia danh

(5) Liét ké a1 thé cac in ban, tai liéu dugc giri kém theo priu gii.

(6) Tén © quan & chirc nhin phiu giri va vin kan, tai liéu.

(7) Phéu gri khéng én luu nhrng phii duoc gri vao $ dang ky ki VT co quan, & chic dé theo
doi.

(8) bia danh ni co quan, & chic nhan phiéu giri va vin ban, tai liéu dong tm so.



Mau 1.19 — Thr céng

TEN CO QUAN, TO CHUC (1) CONG HOA XA H QI CHU NGHIA VIET NAM
Pc lap — Tw do — Hanh phuc

(6) . (2)...., ngay ..... thang ...am 20...

............... (B) teeoeeeee,

CHUC VU CUANGUOIGUITHU
(Chir ky)

Ho va tén

Ghi cha: .

(1) Tén @ quan, & chic noi céng tac @éa ngroi ban hanh Th cong.

(2) bia danh

(3) Tén lai thu cdng (Thr chic ming, Thr khen, Thr tham hoi, Thu chia bdn).
(4) Trich y¥u mdi dung Thr cong.

(5) N6i dung Thr cong.

(6) Logo @a @ quan, & chrc.

Cha y: Thr céng khdngiong diu cia @ quan, & chac.



MAau 2.1 — Bin sao vin ban

BO ..o, CONG HOA XA H QI CHU NGHIA VIET NAM
Pc lap — Tw do — Hanh phuc

S6:....120.../TT-B ....... Ha Ngi, ngay ..... thang ....am 20...
THONG TU
...................................................................... /.
BO TRUONG

......... (Chﬁ’ ky’ d:/i'u)

Luu: VT, ... A.300.

Nguyén Vin A

TEN CO QUAN, TO CHUTC (2) SAO Y BAN CHINH (1)
S6: ... (3)..../ISY(®)-.... (5).... ... (6)...,ngay ..... thang ....am 20...
QUYEN HAN, CHUC VU CUA NGUOI KY (7)

Noi nhén:
S ] (Chi ky, diu)

Nguyén Vian A

Ghi cha:

(1) Hinh thrc sao: sao ydm chinh, trich sao lac saotc.
(2) Tén @ quan, & chic thyc hién sao ¥n ban.

(3) S ban sao.

(4) Ky hiéu ban sao.

(5) Chir viét tit tén @ quan, & chirc sao ¥n ban.

(6) bia danh.

(7) Ghi quyn han, chic wu ciia ngroi ky ban sao.



Phu luc VI

VIET HOA TRONG V AN BAN HANH CHINH
(Kém theo Théngetss 01/2011/TT-BNV ngay 19 thang 0dnm 2011 da Bs Ngi vu)

l. VIET HOA VI PHEP PAT CAU

1. Viét hoa clit caidau am tét thi nhit cia mdt cau hoan dmh: Sau du
chdim cau (.); sau b chim hoi (?); sau du chim than (1); sau &l chim ling
(...); sau du hai clhm (}); sau du hai chm trong ngac kép (: “...”) va khi
xuéng dong.

2. Viét hoa clii caidau am tét thir nhat cia ménh dé sau du chim phay
(;) va chu phau (,) khi xwong dong. Vi d:

Cian ar Luat T6 chec Chinh pla ngay 25 thang 12im 2001;

Theo dé ngh cua B truong Bo Noi vu va B truéng B Khoa hyc va
Cong ngk,

II. VI ET HOA DANH T U RIENG CHI TEN NGUOI

1. Tén ngoi Viét Nam

a) Tén thong thong: Viét hoa clir caidau tit ca cac am #t caa danh
riéng ch tén ngroi. Vi du:

- Nguyén Ai Quéc, Tran Phu, Giang A Pao,KPa Ko Long...

~ b) Tén hiu, tén @i nhan \it lich sr: Viét hoa cl caidau tt ci cac am
tiét.

Vi du: Vua Hing, Ba Tdu, Ong Giéngbinh Tién Hoang, Ly Thai g,
Bac Hb, Cu Ho....

2. Tén ngoi nude ngoaidugc phién chugn sang #ng Viét

a) Treong hop phién am qua am Han —ati Viét theo quy ic viét tén
nguoi Viét Nam.

Vi du: Kim Nhat Thanh, Mao Tachbbdng, Thanh Catd Han...

b) Truong hyp phién am khong qua am Han -éMiphién am trc tiép sat
cachdoc cua nguyén ng): Viet hoa clr caidau am tét tha nhat trong noi thanh
to.

Vi du: Vla-di-mia I-lich L&-nin, Phridrich Ang-ghen, Phiden Cat-x-

~

ro...

IIl. VI ET HOA TEN PIA LY

1. Téndia ly Viét Nam

a) Téndon vi hanh chinhtugc du tao gita danh & chung (inh, huyn,
Xa...) Wi tén rieng @adon vi hanh chinki6: Viet hoa clr caidau cua cac am
tiet tao thanh tén rieng va khong dunagch roi.

Vi dy: thanh pld Thai Nguyén,inh Nambinh, inh bak Lak...; quan Hai
Chau, hugn Gia Lam, hugn Ea H'leo, th xa& Song Cong, frtran Cau Giat...;
phuong Nguyen Trai, xa la Yeng...



b) Truong hop téndon vi hanh chinfdugc AU tao giira danh & chung Kt
hop Vi chir s, tén ngroi, tén s kién lich sr: Viét hoa @ danh tr chung chdon
vi hanh chinho.

Vi du: Quan 1, Thanh p& H6 Chi Minh, Plrong Bién Bién Pha...
c) Treong hop viét hoadic biét: Tha dd Ha Nbi.
~d) Téndia ly duoc cau tao giita danh chung chdia hinh (séng, ni,d
bién, ara, ken, ciu, viing, kch, vam v.v...) ¢i danh tr riéng (co not am tet) tro
thanh tén riéngi@dia danhio: Viéet hoa it ca cac clir cai ao néndia danh.
Vi du: Cira Lo, Miing Tau, lach Treong, Vam @, Cau Giy....
~ Truong hop danh & chung cldia hinhdi lién véi danh r riéng: Khdng
viét hoa danhtt chung ma chviét hoa danhtt riéng.
Vi du: bién Cira Lo, chy Bén Thanh, séng VamdS vinh Ha Long...
d) Téndija ly ch mot vang, mén, khu wrc nhit dinh duoc ciu tao béng fir
chi phrong hrorng két hop Véi tir chi phrong thic khac: VEt hoa cli céi dau
cua tt cd cac am #it tao thanh tén ¢. Di vai téndia Iy ch ving mén riéng

duoc ciu tao bang tr chi phrong hréng két hop V6i danh r chi dia hinh thi phi
viét hoa cac ci caidau mbi am tit.

Vi dy: Tay Bic, Péng Bic, Bic Bo, Nam Ky, Nam Trung B...
2. Téndija ly nréc ngoaidugce phién chugn sang #ng Viét

a) Téndia ly da duoc phién &m sang am Hanéti Viét theo quy ic viét
hoa téndia ly Viét Nam.

Vi du: Bic Kinh, Binh Nhrdng, Phap, Anh, M, Thuy Si, Tay Ban Nha...

b) Téndia ly phién am khong qua am Hané¥/(phién am tic tiép séat
cachdoc aia nguyén ng): Viet hoa theo quyat viet hoa tén ngoi nuge ngoai
quy dinh tai biém b, Khan 2, Muc 1.

Vi du: Mat-xao-va, Men-lon, Sing-ga-po, Co-pen-ha-ghen, Béc-lin...
IV. VI ET HOA TEN C O QUAN, TO CHUC
1. Tén o quan, & chic cia Viét Nam

Viét hoa clir caidau aia céc i, cum tir chi loai hinh @ quan, & chic;
chirc ning, inh vrc haat dong aia a quan, & chac.

Vi du:

- Ban Cli dao trunguong W Phong ching tham nking; Ban Qén Iy dy
anbédieu...

- Uy ban Throng w Quoc hoi; Uy banBoi ngaai ciia Quoc hoi; Uy ban
Trunguong Mat tran To quoc Viét Nam; Uy ban & C4c \an dé xa hpi cia Qubc
hoi; Uy ban Nha adc vé Nguoi Viét Namaé nudc ngoai;

- Van phong Ch tich nréc; Van phong Qéc hoi; Van phongUy ban
nhan danihh Nambinh...



- B6 Tai nguyén va Maéi trong; B0 Khoa hc va Cong nget Bo Nong
nghigp va Phat tdn ndng thon; B Cong throng; B Van hoa, Tk thao va Du
lich; Bo Thdng tin va Trugn théng...

- Tong aic Thug; Tong aic Hai quan; Gic Kiem tra \an han quy pham
phap ldit; Cuc Khao thi va KEm dinh chit lugng giao d@c...

- Tong cong ty Bo hiem Viét Nam; Tong cong ty Hang 4 Vit Nam;
Tong cong ty Hang khéng ¥ Nam...

- Tap doan D khi Vigt Nam; Tap doan Cong ngltp Than — Khoangas
Viét Nam; Ngan hanau tr va Phat tén Viét Nam; Ngan hang Ngothuong
Viét Nam;...

- Hoi dong nhan danih Sn La; Uy ban nhan darirth Bic Ninh; Uy ban
nhan dan gin Babinh; Uy ban nhan dan hég Vu Ban;...

_- S§ Tai chinh; & Tai nguyén va Mai trong; S5 Xay drng; Sy Ké haach
vabau tu; So Giao dic vabao to;...

- Hoc vién Chinh ti - Hanh chinh oot gia H Chi Minh; Trrong Pai hoc
Khoa hyc xa i va Nhan vn Ha Noi; Truong Caoding Noi vu Ha Noi; Truong
Dai hoc dan &p Van Lang; Trong Trung kac pho thong Chu \dn An; Tnrong
Trung hpc oo s& LE Quybon; Treong Tieu hoc Thanh Coéng;...

- Viél’] Khoa loc xa i Viét Nam; Vién Khoa ke va Cong ngh Viét
Nam; Vién Ung dung cong ngh;...

- Trung tadm Nghiéntwu Giao dic dan éc; Trung tam Khoa ¢t va Cong
ngh¢ van thu, luu tri; Trung tam Trén 1am vin héa ngh thuat Viét Nam; Trung
tam Tu van Giam sat cfit luong céng trinh;...

- Bao Thanh nién; Bao Bri dan doanh ngkp; Tap chi T chic nha mac;
Tap chi Phat tén giao dic; Tap chi Dan ch va Phap lét;...

- Nha \an héa hugn Gia Lam; Nha Xét ban Ha Noi; Cong Théng tin
dién tr Chinh plh;...

- Nha maybong tau Song £n; Nha may $n xuat phy tiing va lap rap xe
may; Xi nghép Che bien thiy sin dong knh; Xi nghép bam bio an toan giao
théngduong séng Ha Wi; Xi nghiép Trac dia Ban do 305;...

- Cong ty @ phan Dau tr Tu van va Thét ké xay dmg; Cong ty Nira
Tién Phong; Cong ty Trach rém hitu han Du lich va Van tai Bong Nam A;
Cong tybo dac bia chinh va Coéng trinh;...

- Hoi Nhac 9 Viét Nam, Hbi Nguoi cao twi Ha Noi, Hoi Chir thap do
Viét Nam, Hi Nong dan Vgt Nam...

- Vu Hop tac quc t&; Phong Nghiénie khoa fc; Phong Chinh sach xa
hoi; Hoi dong Thi tuyén vién chirc; Hoi dong Sang kin va Gii tién ky thuat;...

- Trudng hop viét hoadic biét:

Ban Chip hanh Trungrong Pang CGong gin Viét Nam; \in phong Trung
vonhg bang.

2. Tén © quan, & chrc nuge ngoai



~a) Tén o quan, & chic nudc ngoaida dch nghia: Viét hoa theo quyat
viét tén @ quan, & chic cia Viét Nam.

Vi dy: Lién hop qusc (UN); To chirc Y t& thé gisi (WHO); Hiép hoi Cac
qguoc giabong Nam A (ASEAN)....

~ b) Tén @ quan, & chirc nwéc ngoaidugc sr dung trong \n ban ¢ dang
viet tat: Viét bang chr in hoa nler nguyén ng haic chuyén tr La — tinh rgu
nguyén ng khong théc hé La-tinh.

Vi du: WTO; UNDP; UNESCO; SARBICA; SNG....
V. VIET HOA CAC TR UONG HQP KHAC
1. Tén cac huan dong, huy clrong, cac danh Bu vinh dr

Viét hoa cl¥ caidau aia cac am &t caa cac thanhdéttao thanh tén riéng
va caci chi thir, hang.

Vi du: Huan clwong boc lap hang NHit; Huan chrong Sao vang; Huan
chuong Lé-nin; Huan ciiong Ho Chi Minh; Huan chiong Chen cong; Huan
chuong Khang chin hang Nhi; Huy clvong Chen g vé vang; Bing To quoc ghi
cong; Gii thuong Nha méc; Nghé s Nhan dan; Nha giat/u ta; Thay thuoc
Nhan dan; Anh hung Laibng; Anh hung lec lwgng Wi trang nhan dan;...

2. Tén clikc w, hoc vi, danh h¢u

Viét hoa tén chic vy, hoc vi néu di lién vai tén ngroi cu the.

Vi du:

- Chi tich H6 Chi Minh, Tong thbng V.V. Pu-tin,Pai tuéng V& Nguyén
Giap,...

- Ph6 Thi tuéng, Tong Cuc truéng, Phé Bng Guc trwsng, Phé @c
truong, Tong Giamdoc, Giamdoc, Pho Giamdoc, Chanh \in phong, Phé
Chanh \an phong, Teong phong, Pho Tiong phong, ©ng thr ky...

- Gi4o s Vién 9 Nguyén \an H., Tién 9 khoa loc Pram Vin M....
3. Danh tr chungda riéng hbéa

Viét hoa clf caidau cia tir, cum tir chi tén @i d6 trong trrong hop diing
trong ndt nhan xrng, dang doc lap va tke hién ar tran tong.

Vi du: Bac, Naroi (chi Cha tich HO Chi Minh), Pang (cH Pang Gong gin
Viét Nam),...

4. Tén cac ngay) ngay K niem

Viét hoa clir caidau caa am tét tao thanh tén ¢ ngay E, ngay K niém.

Vi du: ngay Quc khanh 2-9; ngay Qe % Lao dong 1-5; ngay Pi nit
Viét Nam 20-10; ngay ku trir Viét Nam An thr Nhat,...

5. Tén cacwskién lich sr va cac tiu dai

Tén céc s kién lich sr: Viét hoa clr caidau aia cac am &t tao thanh g
kién va tén g ki¢n, trong torong hop c6 cac condschi moc thoi gian thi ghi
bang chr va viet hoa cli do.



Vi du: Phong trao én vuong; Phong trdo X6 ¢t Ngh¢ Tinh; Cach rang
thang Tam; Phong trao ®init Badam dang;...

Tén céc tdu dai: Triéu Ly, Triéu Tran, ...

6. Tén cac lai van ban

Viét hoa clit caidau cia tén lai van ban va chir caidau cia am tét tha
nhat tao thanh tén riéngu@ van ban trong tuong hyp noi dén mot van ban cu
the.

Vi du: Nghi quyét Pai hoi dai biéu toan géc lan th X cuabang; Bo luat
Dan sr; Luat Giao dchdién tr;...

Truong hyp vién din cacdiéu, khan, diém cia mdt van ban ay thé thi
viét hoa clix caidau aiadiéu, khain, diém

Vi du:

- Can or biéu 10 B luat Laodong...

- Can o Piém a, Khdin 1,Diéu 5 Luit Giao dchdién ...

7. Tén céc tac pim, sach baoap chi

Viét hoa clir caidau cia am tét tha nht tao thanh tén tac @im, sach béo

Vi du: tdc pim Puong kach mnh; tr dién Bach khoa toan th tap chi
Cong sin;...

8. Tén cac im am Ich, ngay #t, ngay ét, ngay va thang trongim

a) Tén cac #im am ich: Viét hoa clir cai dau cia #it ca cac am #t tao
thanh tén gi.

Vi du: Ky Ty, Tan Hi, Mau Tuit, Mau Than....

b) Tén cac ngayéi va ngay ét: Viét hoa clir caidau cia am tét the nhit
tao thanh tén @.

Vi du: tiét Lap xuan; tét Bai han; £t Poan ng; tét Trung thu; ét Nguyén
dan;...
~ Viét hoa clir Tét trong tirong hpp diingdé thay cho mt tét cu thé (nhu
Tét thay cho & Nguyéndan).

'¢) Tén cac ngay trongdn va thang trongam: Viet hoa cl caidau aia
am tet chi ngay va thang tronguéng hyp khéng dung ain so:

Vi du: thir Hai; thr Tu; thang Nim; thang Tam;...

9. Tén @i cac ton gido, gido phai, ngdytbn giao

- Tén @i cAc ton gido, gido phai: §ihoa clir caidau aia cac am &t tao
thanh tén gi.

Vi du: dao Co Déci dao Tin Lanh;dao Thién Chuagao Hoa Hio; dao
Caobai... haic chr caidau caa am tét tao thanh tén g nhu: Nho gido; Thién
Chua gi4o; Wi giao;...

- Tén @i ngay B tdn gido: Vét hoa clir caidau cia am tét the nhit tao
thanh tén gi.



Vi du: 1& Phuc sinh; E Phat dan:....



